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e7 Tine 1950 
MEMORANDUM FOR: 
bare aan iattrmenetemnecenemmenmrern penne caine ae 
FROM : Management Officer 


‘SUBJLCT : Draft of Administra tive Instruction re Reports 
of Changes in Personnel Status 


le Thore is reproduced below a draft of a proposed Administrative 
Instruction concerning the reporting of changes in Personnel Status. 


2e Thiv instruction is intended to simplify and coordinate the 
system of reporting and disseminating this bype of information. It will 
eliminate the use of Forms Noe 37-3 and 38-17 and the Bpecial telephone 
Directory list which are required under existing regulationse Under the 
proposed system a bi-weekly report will be submitted to the Machine 
Methods Division,OCD where it will be punched on to IBM cards, 
Machine listings will be disseminated from this Division to authorized 
recipient-, including, Personnel, Fiscal, I&SS and the Telephone 
Information Desk. ; 


36 Request that you forvard your concurrenco or comments on the 
attached sheet to this office by 10 July 1950, ; ; _ 


a 


ADMINISTRATIVE a: 
NC: 


SUBJECT: Report of Change 


25X1A 


25X1A 


le Reporting of All Vouchered Personnel 


In order to establish current and accurate records concerning the 
status and location of Agency personnel by machine methods all Assistant 
Directors and Staff Chiefs are directed to forward the following informa 
tion concerning all vouchered personnel in their respective offices to 
the Machine Methods Division, OCD. 


-&e Full Name 

be Building & Room Number 7 

Ce CIN Telephone Extension (Checking those names to be included in the 
® ee CIA Telephone Direc tary) 


RESTRICTED 


. . 
“ BeoN ct 
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when no changes have occurred. 
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2e Bisieekly Reports 


” Form Number 36- (=~) will be submitted each two weeks on the same 
date as the Bi-weekly Time & Attendance. Report, to the Machine Methods 
Division, OCD, This form is to list all c 


hanges that have taken place 
during the previous two weeks. Negative reports shall be submitted 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


— Executive 


ee | 
ae ae oe 
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Form No. 36= 


Wdition July 1950 


NF 


BUIEEKLY REPORT OF PERSONNEL DATA 


This form is to be filled out on same date as the biweekly Time and Attendance 
Report, and forwarded to the Machine Methods Division, OCD, M Building. 


Orne rn nn NE er aeEEn aEEREEnEEEEEEnAmanrenmmeeneenemntimemaiaaal 


ERY SOTIVE DATE: OFFICE : | DIVISION: . 
(Optional) 


CIA ROOM & TELEPAONE NUMBER CHANGES 


a 


ADD FOLLOVING: DROP FOLLOWING : 
(Fill in only necessary items) 


Nome 


Name 
Bldg Room Noe bldg Room Noe 
Ext. Add'to Directory // Ext. Delete from Directory [/ 
Name Name 
Bldg .. Room Noe Bldg oom Noe 


Bxbe. Add to Directory /7 | Ext. Delete from Directory 7 / 


* 


Name Name 
Bldg Room Noe Bldg Room Noe 
Extbe Add to Directory Iixt. Delete from Directory 


‘Nane | Name 

Bldg. Room Noe Bldg Room Noe 

Exte Add to Directory ia Ext. Delete from Direc.ory 

Name Name 

Bldg. Room Noe Bldg Room Noe 

Exe Add to Directory /7/ Exte Delete from Directory 

Name Name 

Bldge Room Noe Bldg Room Noe 

ExX'be ‘Add to Directory Ext... Delete from Directory // 


Name Name 

Bldge Room Noe Bldg. Room Noe 

Exte Add to Directory // Ext. Delete from Directory 

Ee 

Name _ | Name | 

Bldg. Room Noe Bldg. Room Noe 

Ents Add to Directory /7/ Ext. Delete from Directory // 

Name . Name 

Bldge . Room Noe Bldge Room Noe 

EXte Add to Directory /7 Ext. Delete from Directory // 
OVER 
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HOM ADDSS AND HOME TELEPHONE CHAN GES 


Name _ We Ege ea ee ees a 


Home Address ; oe City i State 
Hone Telophone : 


Nane 


Home Address ; City State 
Home Telephone : 


Name aN aaa 


Hone Address | City State 
Home ‘telephone ; 


Nane 7 aan 


Home Address ; City State 

Home Telephone . - 

Name ye ae | 

Home Addross City State . 


Home Telephone 


Home Address City State 
Home Telephone 


me. ~ - iceman tl 
Nano Tema 


Home Address City State 
Home ‘Telephone 


Name ; 
Home Address City State 
Home Telephone ‘ 


Name a 


Home Address : City State 
Home Telephone 


MARRIAGES , DIVORCES, AND NAME CHANGES 

Regusations require that all marriages, divorces, and name changes be 

reported. Appropriate sections - - of the Personal History Statement must be 
submitted to T & SS for all marriages. 


Name (As now recorded by Agency) . Married/7 Divorced// By Court t7 
New Name. oo Lo (in 


Name (As now recorded by Agency) Married 7 Divorced / 7 By Court /T 


New Name 


New Name 


Name (As now recorded by Agency) : Married//Divorced// By Court / 7 
New Name aS ar | - aa _ 
Name (As now recorded by Agency) . | Married/“7Divorcea/ 7 By Court //7 


| -3 
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a . : g 
CENTRAL INTELLIGENCE AGENCY VA Lolo aS, 
Washington, D. C, 


ADMINISTRATIVE INSTRUCTION - 3 June 1918 


NO. 
SUBJECT: CIA Forms. . 


Rescinds Administrative Instruction dated 3 October 19% 


1. Requests for new and revised forms should be submitted to the 
Executive for Administration and Management on Form No, 30-11, "Request 
for Approval of Forms" (see attachment), torether with draft of progosed 
form and "Reproducti.on Requisition," Form No. 36-2. "Requests for Sup- 
plies, Equipment or Service," Form No. 36-/, will ve used in lieu of 
Form No. 36-2 when procurement is to be mace from outside sources. 


2. Assistant Directors and Staff Chiefs are responsible for insur- 
ing appropriate coordination prior to submission of proposed forms for 
final action, This coordination should provide for maximum utilization 
and standar/ization for intra~office or intra~agency use, including 
elimination of unnecessary or essentially duplicate current forms. 


3. The Management Branch, A&M, will provide procedural and format 
assistance in development and utilization of proposed forms. 


le Requests for forms stocked by Services Branch, A&M, will be 
submitted directly to the Supply Division, Services Branch, on Form No. 
36-7 « 

5. All offices which maintain an exclusive inventory of forms will 
submit Form No. 36-2 or Ferm No. 36-4, as appropriate, to the Management 
Branch, A&M, when reordering such forms. 


6. Two finished copies of all new or revised forms will be forward 
ed to the Manajrement Branch by: 


a Reproduction Division, Services Branch - when forms are repro- 
duced within CIA. 


b. ' Supply Division, Services Branch - when forms are obtained 
from outside sources for central stocking within CIA, 


ec. Using Offices - when Forms are ordered from outside sources 
and stocked only within the using office. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 
&ttachment Administration and Management 


DISTRIBUTION: A 
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© 
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i 


REMARKS 


FORM NO. 


_dUN 1948 


JUSTIFICATION 


PUBLISHED AUTHORITY DIRECTING USAGE; PROCEDURAL PURPOSES SPECIFIC ORGANIZATIONAL UNIT INITIATING THE FORM; NUMBER OF 
COPIES IN WHICH PREPARED AND THEIR DISPOSITION i. , . 


_ Approved For Relea 


Siete! AO 


ys. 


COORDINATED FOR STANDARDIZED APPLICATION 


[ves - [__]no 


se 200 


NUMBER AND EDITION DATE OF EACH FORM SUPERSEDED . 


REQUEST FOR THE APPROVAL OF FORMS 


NOTE: See Instructions on reverse side. 
TITLE OF FORM 


PROPOSED EDITION. | TYPE OF FILE 

C] new (I vistere Coal ainner 
‘Cod reviseo | Cod verricue [2] rotper 
SUPPLY OF CURRENT FORMS 
[_]to se useo  -[__JNot To Be useo 


*Use reverse side If necessary 


02.3 


PE ilei 


GIA-RDRs4.00728R000100020045-3 
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25X1A 


ADMINISTRATIVE a 7 1, December 19)9 
NO. , 


ILLEGIB SUBJECT: , Forms Contrdl, and Standardization. 
ILLEGIB RESCISSION: Administrative tnstruction vo. dated 3 June 1948 


25X1A 

l. The CIA forms control and standardization program is designe 
to promote procedural efficiency, eliminate duplication of forms, achieve 
economies in the procurement, stocking, and distribution of forms and re- 
duce the man-hours required to process them. 


2. A form is a printed or reproduced document with blank spaces 
provided for inserting specific information. A “form letter" is a letter 
printed or reproduced to furnish information for repeated mailings or :one 


mailing to numerous destinations, Form letters with or without blank spaces - 
are considered forms for the purposes of this directive. 


3. .The Management Staff is responsible for: 


&» Reviewing, recording and approving requests for the use, 
reproduction, or procurement of all Agenoy forms. 


be Registering ard assigning identification to forms. . 


Oe Establishing and applying design and specification 
standards to forms, 


d.. Aralyzing forms for essentiality, purpose, content, . 
simplification, consolidation, standardization, and related. 
procedures. 


6 Furnishing technical assistance in designing ferms. . 


f£, Making recommendations in connection with the procure=. 
ment, storage and distribution of forms. 


ge: Initiating surveys for the purpose of eliminating unneces- 
sary forms. . 


h. . Clearing with the other agencies on matters pertaining to 
their forms used by the Agenoy. . 


4, Evaluating the forms control and standardization program. 
h... The classes of forms used in CIA are: 


&e CIA Forms - Approved. by the Management Staff for use of. 
‘he Agency.e. 


b. Standard Forms -. Approved by the Bureau of the Budget 
or. the General Accounting Office for the mandatory use of other 
agencles.. 


a . a 
| RESTRICTD 
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Oo, Civil Service Forme - Presorjbed by the Civil Service 
Commission for the use of all Federal agencies in the adminis~ 
tration of olvilian personnel, 


ad. Miscellaneous Forms - Developed within and approved by 
other agenvies which cannot accurately be classified under a, 
by or o above but which are authorized for use of CIA. 


- 5. Assistant Directors and Staff Chiefs are respensible for insuring 
appropriate coordination on proposed forms and providing for maximum utili- 
zation and standardization for intra-office or intra-agenoy use. Where 
possible new forms will eliminate assentially duplicate current forms. 


65 Iequests for new or revised forms shall be submitted to the 
Management Staff on Request for Approval of Forms (Form No. 30~11) with 
a draft ox the proposed form and Reproduction Requisition (Form Noe 36-2). 
Request for Supplies, Equipment, or Service (Form No. 36-7) shall be sab- 
mitted in lieu of Form No, 36-2 when procurement is made outside the Agency. 


{» The printing, reproduction, proourement or use of forms within the 
Agency is prohibited without the prior approval of the Management Officer. 
Two copies of improvised forms ourrently used shall be submitted with Form 
No. 30-11 to the Management Officer for’ approval, 


8. Requests for the discontinuance of approved forms shall be sub- 
mitted to the Management Officer by the office which initially requested 
approval. 


9. A functional list of all approved CIA forms and a numerical list 
of all non-CIA forms currently stocked in the Supply Division are attached 
as an appendix, An amendment to the list will be issued each quarter. A 
revised list will be issued on 1 July of each year, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


aptalin, 
Executive 


ATTACHMENTS: ly 
. Appendix 
k. Functional Index for CIA Forms 
2. Functional Listing of Approved CIA Forms 
3. Last of Standard Forms Stocked in CIA 
Le List of Civil Service Forms and Miscellaneous Forms 
DISTRIBUTION: A -2- 
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APPENDIX 
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ADMINISTRATIVE INSTRUCTION ae 
25X1A 


31 OCTOBER 1949 
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FUNCTIONAL INDEX FOR ‘OIA FORMS 


- Lic) AES Ea PAGE NOWBER 
Accounting, Accounts and Audits l. 
Action - a he 1. 
Allotments and Allocations l. 
Applicants, Applications, Appointments, Personnel ::- mo 
and Personal Data 1. 
Approvals Be 
Atcendance and Leave - Be 
Charge-Out and Filing Devices Ze 
Check Sheets 26 
Clearances Be 
Coding 3. 
Contact, Liaison and Interview Be 
Contracts and Agreements 4. 
Control and Fullow-Ups 4. 
Damage, Destruction, Salvage and Loss De 
Distribution, Delivery and Disposition 5e 
Examinations and Tests 6« 
File Slips Ge 
Indebtedness 66 
Information Requests, Reports and Records Te 
Instructions Ba. 
Inventories 8. 
Letterheads 8. 
Logs and Reristers 8. 
Mail, Courier and Messongor Qe 
Medical 9. 
Obligations 10. 
Orders 10. 
Passes, Pass and Admission Records 10. 
Pay Roll and Time Records ll. 
Production ll. 
Purchase ll. 
Receipts and Receiving ll. 
Recruitment 12. 
| Reference Index 12. 
Reports and Statements l2. 
Requirements 13. 
Requisitions and Requests 13. 
Rosters and Strength Reports 14. 
Routing, Signature and Memo Sheets and Slips 14. 
Schedules 14. 
Status 15. 
Surveys, Studies, Investigations and Inspections 15. 
Telecommunicetions 15. 
Training 17. 
Transfers 17. 
“RESTRICTED | 
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FUNCTIONAL INDEX FoR CIA FORMS 


re 
ECT : PaGE NUMBER 


Transmittals 
Travel, Transportation and Shipnni 7 , 
Vouchers se ok 
Work Sheets, Charts and Graphs | e 
pao ee 
RISTRICTED 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO. TITLE EDITION DATE 
Accounting, Accounts and Audits 

33-16 Ascounting by Individual for Advance JUN 19419 
33-18 Post Allowance Audit Card FEB 19,8 
313 Postage Stamp Disposition Record and gun~ 

mary Report oct 1919 
344-102 No Title - Request to carrier for rebilling 

of Transportation Request because of un- 

used portion of ticket. JUN 19h9 
$h-103 No Title - Request for clarification te ee 

pormit prompt settlement of billing (Bond) JUL 19h8 
34-103 No Title - Request for clarification to 

permit prompt settlement of billing 

(Tissue) JUL 1918 
3h 10h, Request for Information Relative to Dis- 

position of Certified Voucher Covering 

Account ocr 19448 
36-88 Reconciliation Card JUL 199 
57-13 Cash Journal JAN 1948 
59-h Financial Status of Project JUN 1949 

Action 

37-1: Confidential Funds Personnel Action AUG 19h9 
37-4 Personnel Action Request JUL 199 
37-14 Placement Action Slip FEB 1949 | 
37-65 Personnel Action Route Slip JUN 19))9 - 
57-109: Personnel fection Transmittal Memorandum — JUN 19l,7 
gol 


&llotments' and Allocations 
ee 


32-5 
32-7 
33-20 


59-2 
eae 
oh fas) 


Canceled Personnel Action _ _.. SEP 19h9 


Advice of Allotment Authorization AUG 19148 
Request for Change in Allotment ; NOV 1947 
Report on Expenditures and Budget: Allo- : 
cations - MAR 1948 
Excerpt of Financial Data JUN 199 
OPC Administrative Allotment Advice » JUN 1949 


OPC Administrative Allotment Advice (Tissue) JUN 19k9 


Applicants, Applications, Appointments, Personnel and Personal Data 


24-1 
33-8 


Applicant Record Card NOV 19,7: 
Foreign Duty Data Sheet’ = : MAR 1949. 
-l- . 
- RESTRICTED ’ 
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Applicants, 


83-11 
36-39 
37 =20 

BT 22 | 
‘37-38 
37-49 
37-50 
37-58 
37-105 
35-1 
38—14 
38-35 
38-39 
51-24 
51-105 


56-65 
' 56-67 


Approvals 


— 10-1 
_, 8-101 


hESTLICTED 
nena te A, 


FUNCTIONAL LI STING OF APPROVED CIs FORMS — 


TITLE 


CURRENT 
EDITION DATE 


nel and See 


Applications, Appointments, Personnel ond Personal Data (cont ) 


Oath of Office 

Application for Parking 
Service Record Card - White 
Within Grade Promotion Record 
Housing Application 

Applicant Data Form ° 
Personnel Data Form 

Military Record 

Periodic Pay Increase Report 
‘Porsonsi History Stetement 


Personal Uistory Statenent - Appendix 1 


Application for Employnent 
Notice of Fingerprinting 
Personal Mistory 


Jo Title ~ Letter of Appointment 


(Unvouchered Hmployees 


Employee's Information Form ~ Field 
Employeo's Information Form - Departmental 


havice of Project Action 
Security approval - 


Attendance and Leave 


33+30 
35-22 
38-29 
56=25 


- puby Status Report 


Bi-Weekly Attendance Record 
ittendance Report 


Daily Attendance Record - Voice Monitoring» - 


Section 


Charge-Out and Filing Devices’ ~ 


35-18 
_ 85-24 
35-26 
36-28 


Docunent Charge-Out Slip 
Serial Removal Form 


- Abstract Charge-Out Slip 


File Cherge-Out Slip « 


Check Sheets Lae es 


38-7 
38-8 
56-14 
70-22 


Security Check Sheot 


Steff Duty Ofiicer's Check List" 
The Daily Report - Stencil Check She st 


Final Checking Record 


: s : Fae : : ae 
RESTRICTED 


| psc 1946 | 
FEB 1947 
'BB .1948 
JU 1947 
JUL 1947 
JUL 1948 
JUL 1948 
APR 1949 
COT .1949 
SEP 1948 
AUG..1948 
JUL 1948 
gir 1949 
Ua. 1949 


JUN 1948 
MAR, 1948 
AUG 1948 


Ju 1948 
MY. 1949 


JUN 1949 | 
UhR. 1947 
DEC 1947 


“yER 1947 


HOV 1946 
APR. 1947 
APR 1947 
FEB 1949 


JL 1348 
JUY 1948 
LPR 1947 
FER 1943 


se 
pproved ag: Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


Bt ti nm ge ai EIN Rea ha Lt ee TO GTZE TaCE eet] Cee ee 
NEARS ice P Crear Pest PPT] ITPRANYEME Te MLS td eer ety Peep SEED Ba a tin a hid bg rare 7 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


RKESTRICTED 


FUNCTIONAL LISTING OF APPROVED OIA FORMS 


FORM NO, TITLE 
Clearances 

20-2 Record Card 

27-101 No Title - Office Memorandum 

3-30 Final Payment Clearance Sheet 

37=31 Medical Clearance (Military) 


37-10L, Request for Socurity Clearance 
37~105 Periodic Pay Increase Report 


Coding 

29-22 Graphic Materials Coding Sheet - Books 

29~28 Foreign Industrial Transcript Sheet 

30-9 Graphic Mnatcrials Coding Sheet - Maps 

38-17 Security Information Card 

60-23 Master Card Data 

60-47, Graphics Register Analyses Sheet = Spot 
ae Photography and Personalities 

60-49, Individual Code Sheet 

60-Li9L, Organization Code Shect . 

60-55 Graphic Materials Analysis Sheet = Film 

60=59 Biographical Code Sheet — 23 4 = 

60-61 Product Transcript Sheet ~ Card No. 3 

60-66 a . 

(Te'st ) Employee Status Change Card ‘ 

60-67 Industrial Register Transcript Sheet No. 1 

70-30 ° Map Catalog Card ; 

708 Shipping Record 


Contact, ‘Liaison and Interview te 
. 2 . i ae . 


37-13 Personnel Relations Interview Record 
38-32 Investigative Liaison Record “ 
39-1 Report of Interview 
51-33 Liaison - Contact Card 
51-35 Contact Locetor Card 
51-46 State-Control Record Card-White 
51-6 State-Control Record Card-Blue 
57-19 - 00/c Case Shect . fe | 
6056 A 
(Test) International Travelers Arriving .and 
eae Departing U.Sedis 
60-63 Record of Liaison Contact 
70-16 Data on Exchange 
ne 
RESTRICTED 
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’ CURRENT 
EDITION DAT! 


JUN 
MAR 
FEB 
JAN 
MAY 
ocr 


FEB 
MAY 
DEC 
MAR 
MAY 


NOV 
AUG 
SEP 
APR 
DEC 
JN 


JUL 
JUL 
MAY 
OCT 


194.8 
lglg 
1gh9 
19:7 
19hi9 
lglg 


19),8 - 


19,8 
197 
19lig 
1949 


19,8 
194.8 
19,8 
199 
19448 
199 


199 
19h9 
1948 
19h9 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


es eats CURRENT 
FORM NO. TITLE EDITION DATE 
Contracts and Agreements 
36+35 Informal Agreement for Services JAN 194.7 
36-45 General Contract Conditions MAY 19147 
37-39 Release oct 19h9 
47253 Personal Service Contract APR 199 
48-33 Secrecy Agreement APR 1948 
51-39 Bill of Sale a ls JUN 1917 
51-0 Declaration of Trust’ a ee JUN 19L:7 
51-10), No Title - Employment Agreement Juy 1948 
55-10, No Title - Employment Agreement JUN 1948 
Control and Follow-Ups” 
29-23 Block Control Sheet ' ne ' gun 1948 
30-5 Table of Orgahization MARK 1948 
42-1 Form Control Card = Nov 1948 
42-8 - Position Control Ledger APR 19147 
32-9 Alphabetical Form Control Card MAY 19,7 
3e~-l1e Position Control - White JUL 1949 
32-12 Position Control - Blue JAN 198 
35-21 STD-SMU Posting Control - MAR 1948 
35-53 Project/Contract Control Card Nov 1948 
35-54, Contract Payment Control Card ea pec 1948 
35-55 Important Notice  ~ Jun 199 
36-13 Accounts Control Register oct 196 
36-1), Stock Control Card i . oct 19h6 
36-14A Stock Control Card Ys FEB 1948 
36-15 Voucher Register oct 1946 
A 36-254 Supply Record Card JUL 199 
36-42 Daily Gasoline and Oil Consumption DEC 19447 
a 36-3) Contractor's File Card ge had 2 9 RN, 197 
7 36-Lh Non-Expendable Property Record JAN 1948 — 
36-146 Dispatcher's ‘Record ~ ae DEC 19,7 
36-7 | Chauffeur's Record ‘3 oe HOV 19:7 
36-8 Identification Control Card JUL 197 
| 36-55 °° Contract Record SEP 197 
26-59 Vehicle Repair Record aay ee Oe oe Nov 1947 
36-87 Replenishment of Stoole Record es JUN 19h9 
36-89 Vehicle Record ie ~ oct 19h9 
37-15 Position Control Card - viihite’ i oct 19,8 
37-15 Position Control Card - Salmon oct: 1948 
37-54 Follow-Up Slip "> eo oi ws Nov 1948 
37-63. Personnel Proces eine Control- Card, aS MAY Th9 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRSHNT 
FOR! WO. TITLE EDITION DATS 
Control and Follow-Ups (cont) 
57-69 Approved Positions . SEP 1949 » 
58427 Open - Safe Label DEC 1947. 
38~40 Physical Security Control Card JUW 1948. 
51-48 Status Coutrol Card | APR 1949 
51-55 Letter Card JAW 1948 
51-56 Document Card _ SAN 1948 
51-74 Document Control Card FEB 1949 
51-79 Stock and Allocation Record - oY JUL 1949 
57-20 Index Section Control Slip MAR 1949 
55~10 Project Record Card OCT 1949 
58-11 Periodical Record Card . SBP 1949 
59-1 OFC Froject Control WOY 1948 
60-41 CIA Library Control Slip | JUL 1949 
60-57 Batch Control Sheet ; JUL 1949 
60-60 Information Control Sheet : - + DEC 1948 
60-62 Document Index Control Sheet FSB 1949 
60-65 Graphic Materials Record a, JUL 1949 
60-88 Publication Supply Record : SEP 1949 
70-17' Progress Card ~ DEC 1947 
70-24 Drafting Room Record ; . FEB 1948 
70=26 - Office Map Record FEB 1948 
70~31 Base Map Progress Chart APR 1948 
70~32 Overlay Progress Chart BFR 1948 
70-37 Loan Record Card ~ White JUN 1948 
10-57 Loan Record Card - Buff JUN 1948 | 
70-41 ° Map Request Routing Sheet . NOV 1948 
70-47 Follow-Up Requirements - SO OCT 1949 
70-474 Follow-Up Requirements - 00/c. - OCT 1949 
Damage, Destruction, Salvage and Loss. 

35-18 No Title - dertiticatton of Destruction of 

Docunent "NOV 1947 
85-59 Destruction Report Card UG 1949 
36~42 Voluntary Payment for Public Proverty MAY 1947 
36-82 Certificate of Dronpage ~ Expendable Supplies p&c 1948 


Distribution, Delivery and Disposition 


gb-21 Distribution Record File Card ue 1947 


56-10 Combination Stock Record, Receiving and 
, Froperty Issue Form APR 1948 
<e 
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FUNCT TONAL, LISTING OF APPROVED CIA FOLMS 
FORM No, TITLE 


Distribution, Delivery ang Disposition (cont) 
36-2) Authorization for Pick-Up ang Delivery © 
36-29 ... Notice of Delivery — 
36-102 letter No, 1. Inquiry as to Overdue _ 
<a delivery, 

36—1024 letter No, > . Inquiry as to overdue 
delivery, a 

36-108 Letter No, 3 Inquiry as to mailing date: 


70~28 Primary Distribution Record 
10~33 Map Delive Y Record 
70-5 Map Printing ana Distribution Record | 


Examinations and Tests 
nn LOSES 
37-2 Test Recor Card 
37-113 Test Data Report Form 
37-h5 Clerical Aptitude 
37-16 Shorthand Test Sheet . on 
37-51 Checklist and Score Sheet for Road Test 
in Traffic , 
37-70 . Report of Qualifications , 


File Slips 
PS 


29~19 . Library File Slip - Green 

35=1 .. File ana Routing Slip | 

35=-31 Abstract File Slip - White 

35-31 Abstract File Slip -~ Yellow 

35-31 Abstract Pilg Slip ~ White ond Bie. : te. edhe 
35-31 Abstract File Slip - White, Blue and Green 
35-31 Abstragt File Slip - Yellow ang Pink °° 


60-16 © Cross Reference Slip — 
70-4, . File se 7 Unclassitieg 
70-5 File Slip - Classified © 


38-62 Abstract Pile Slip - Reference Index - tpg Sn 


Indebtedness 

er a * _ 
3-2) Bill for Colivetion Dad 
Jh-21. . Bill for Collection’. Tissue 
3),~22 Statement of Details on 
34-25 Claim for Refund 


ee adhe 
RESTRICTED 


~ CURRENT 


EDIT Ion DATE 


JUL 1948 
YAN 19,7 


AUG 19li9 
AUG I9L.9 


AUG 19li9 
FEB’ 19448 
MAY 1948 
AUG 19h9 


SEP 19,9 
DEC 194.7 
APR 19h8 
MAY 16048 


ANG role 
SEP Iohg 


JAN 198 
JAN Iolo 
APR 191,7 
APR 19,7. 


APR. 19,7 


APR 19h9 
APR 19),7 
AUG 199 
DEC 19h,7 
AUG 1918 
AUG i19lj8 


OCT 19k9 
MAR -191,7 
AFR 19,7 
JUN 19h7 
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KSTHICTED 
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CURRENT 
FORM NO. TITLE EDITION DATE 
Information Requests, Reports and Records 
47-l Service Record Information oct 1948 
47-6 Personnel Information JUL 199 
51-h, Information Report | JAN 19,7 . 
51-hA Information Report SEP 1948 
51-lA-1 Information Report DEC 198 
51-hB Information Report prc 1948 
51-lc Information Report ot 9% DEC 1948 
pa) Information Report - External Survey 
Detachment oct 199 
51-14 Information Directive _ uN 199 
51-15 _ Evaluation Record AuG 19,7 
51-25 Grading Shoct | JAN 19,7 
51-58 Field Information Report Sheot FEB 19448 
51-59 Operational and Source Data She:t ° FEB 19448 
51-61 Information Report MAY 199 
51-614 Information Report MaY 1949 
51-76 OSO Preliminary Response to OCD MAR 1949 
51-77 Information Report _ _ guN 199 
55-8. Assessment Sheet 3 JAN 19149 
55-101 Assignment of Collection Aotion a a MAY 1947 
57-6 Organization Activity Record APR 19117 
25X1A S7-1h Process Shects for J) Reports MAY 19,8 
57-15 Reports Record Card MAY 1948 
57-16 Frocess Sheet for 00/C Cases”. | JUL 1948 
57-22 Case Status Report - ; MAY 1949 
58-3  ICF Sheet - 8"x1l0z" : JUL 198 
58-34 ICF Sheet - 5"x6" ; gt! Ua JUL 198 
58-5 Project Record Card | DEC 1948 
58-6 Project Record A ae APR 199» 
58-7  . Project Record B APR 19h9 
58-8 Editorial Press Work Sheet | APR 19h9 
60-1 —S— Request for Intelligence Information oe APR 19118 
60-3. Information Dispatch Slip) — FEB 1947 
60-6 . . C.D. Kardex Record | are MAY 1948 
60-34. cP Card - Duplimt = JUL ishg 
60-58 Biographical Information Sheet : . DEC 19448 
6u-58A Biographical Information Sheet - Continuation Ae ie 
Form 49 
. 25X1A 60-588. Biographical Information Card - f | gun 19L49 
60-60 Information Control Sheet os soe DEC 19h8 
60-64,  Biographic Report oe | MAY’ 199 
Li 
RESTRICTED 
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RYSTRICTED 
i 


CURKENT 
FORM NO. TITLE EDITION DATE 
Information: Requests, Reports and Records (cont) . 
60-101 No Title - CD Letter Pack. 7 J&N 1949. 
70-10 ° Intelligence Information Report Grading | ‘ 

- 4 es Sheet - _. MAY 19h9 
70-3), . Personnel Reporting Form . MAY 1948 . 
70-35 Organization Reporting Form | _ MAY 198 . 
T0-Lh ORE Report 15-9 Supplement - Duplimat . JUN 19h9 

ins ecuetions 

29-5 ICF Reproduction Instructions _ DEC 1917 
60-71. . Consolidation Instructions _ oct 19h49. 
70-23 | Revision and Rerun Record == = °F 198 

Inventories 
35- 59 aja ee? Inventory Report ee > JUN salle 
36-16 . Report of Inventory Adjustment == oct 1946 
36-19 ~~ Property Inventory. Record — , - G JUN 1949 
36-83 | Stock Card BP ase. tae 7 Ja 19h9 

“teeterhea ds ~ 
51-28 No Title - Official Dispatch, (White)~ ~ “MAR 19h9 
51-284 No Title ~ Official Dispatch, (Blue) MAR Igh9 
51429 No Title - Official Dispatoh (Yellow), °° _ JUN 19h9 

Logs and. Registers | 
35-19 ° Log 2 EBB gh? 
35-32 . Outgoing Cable Control ‘Sheet . 0 MAY 19,7 
35-33. . Incoming Cable Control Sheet | MAY 19L:7° 
35-34, Incoming Log = Secret  -  - -- May 1948 
35-35 . Outgoing Log = Secret le. ft OP Eee OCR ACI 
35-2... Signal Center Number Log - Out me, E “que 197 
35-43 | Signal Center Number Log = In ites | AUG 19h7 
35-hh ..., Teletype Wire Sheet - Invword ; eee 
35-5 Teletype Wire Sheet - Outward a . 
35-46. Log - Confidential |, so et 1947 
35-51. . Consolidated Teletype Wite Shoct Saks. se ee oe 1948 
45-52 Incoming Cable Log SG JUN 19))8 - 
36-69 Daily Log for GPO Work JUL 1948 
36-72 Domestic Shipping Register JUN 1948 

B= 
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RHSTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO. TITLE . EDITION DATE 
Logs and Registers (cont) 
36-78 Record of Jobs Processed in Composing Room JUL 1948 
47-6L. Reference Log Sheet, Confidential Jacket, 

. Personnel Folder Jun 199 
38-11 Visitor's Register Log . JAN 1947 
58-14, Top Secret Log AFR 198 
51-31 Information Cable Log "0 MAY 19147 
51-38 FFDA Reports Log No. 2 JUL 1948 
51-le Log AUG 1947 
51-52 Source Log . FEB 19,8 

25X1A 51-6), Station Traffic Sheet APR 1948 
56-20 Cable Log - xy MAR 1917 
57-21 Field Office lL. Sheet MAY 19449 
60-7 Document Log Sheet APR 19117 
70-2 Incoming Log APR 199 
70=3 Outgoing Log . . '. FEB 1947 
70-8 Cable Log - Secret and below. may 19h9 
10-9 . Cable Log - Top Secret FEB 1917 
70-27 © Map Request Record FEB 1948 
70-1,0 Job and Time Log JUN 1948 

Mail, Courier and Messenger 
3h—7 No Title - Check Mailing Slip - APR 197 
5-13 Fostage Stamp Disposition Hecony and Sum- 

mary Report oct -19h9 
35-10 Envelope and Message Receipt . MAR 1947 
25-11 Postave Slip DEC 19448 
35-16 Courier's Classified Mail Receipt JUL 19h9 
45-27 Special Mail Preference Slip APR 197 

Medical 
37~7 Treatment Record Card ° Nov 1946 
37-26 Daily Report of Emergency Treatments and 
Physical Examinations SEP 199 
37-27 Monthly Report of Emergency Treatments and 
. Physical Examinations ~ JAN 19,7 
37-32 Report of Physical Qualifications for Duty DEC 1948 
37-7 ° Record of Individual Hypodermie Injections JUL 1948 
37-18 Case Record JUL 1948 
37-52 Physio-Therapy Record oct 1948 
37-56 Health Record Nov 1948 
37-568 Health Record = Continuation Form Nov 198 
37-66 Motion Sickness | JUL 199 
RESTRICTED 
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‘RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO, TITLE EDITION DATE 
Obligations 
32-19 Memorandum Record of Obligations 7 '. JUL 199 
Sh-9° Miscellaneous Obligation Record: JUN 199 
34-12 ' Report of Obligations and Expenditures “by a ree 
Object Classes NOV 19h8 
34-124 Report of Obligations and ‘Expenditures ey 
. Object Classes - Work Sheet - AUG 1948 
3h= Uy _ Report of Estimated Obligations " AUG 19h9 
34-15 Record of Obligations ond/or Payments JUN 19h9 
3~ 3) Record of Unliquidated Obligations MAR 19h9 
Orders 
33-27 .. Travel Order . JUL 19h9 
33-28 . Domestic Travel Order — MAR 19h9 
3u- °. Travel Order “MAR 1ohig 
3u-A , Travel Order - Tissue MAR 19h9 
36-1 Purchase Order . MAR 199 
36~36 Order Ticket . ue JAN 1947 
36-58 Job Order DEC 1947 
36-65 Telephone Service Order fre a eh ER AGH 
36-77 | Work Ticket so . . JUL 19,8 
36-79 Supply and Work Order " ' ocr 19h8 
36~8h, Work Order -- Graphics an "FEB 199 
Passes, Pass and Admission Records 
30-4. Admission Card 7 MAY 19,7 
38-5 Forgotten Badge Record “Jan 1917 
38-11 Visitor's Register Log JAN 19,7 
38-19 Visitor Admittance Form JAN 1948 
38-20 Identification Badge Record . SEP 1917 
38-26 Limited Pass Receipt — _ DEC 1944.7 
38=31 . Tabulation of Visitor Traffie © a NOV 1948 
38-11 Photograph Identification. ~~ Saree JUL 19448 
38-43 Admittance Sheet for Telephone Company, 
oe Employees | . SEP 1918 
38-6 Limited Pass’ Record ie 2%, Coke ae “2 JAN 1949 
38-63 . Visitor Exit Pass’- Blue" ' El py l9h9 
38-63 Visitor Exit Pass - Buff . a AUG 199 
38-63 . Visitor Exit Pass ~ Pink e.. n t AUG Aghg 
=-10Q~ 
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FORM NO. 


Pay Roll and Time Records 


32-3" 
59722 


Production 


37-68" 
56-35 
60-62 
70-21 
(Ore) 


Purchase 
6-1: . 
36-28 
36-46 
36-101 


RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


TITLE 


\ 

Request for Approval of Overtime 
Application for Payment of Allowances 
Pay Roll Journal 
Employee Earnings Record 

Pay Roll Change Notice 

Authority to Make Salary Deductions 
Pay Roll List 


“No Title - Request to outside agency for 


information concerning last payment to 
employee transferring to CIA. 

Earnings Record Card - Record of Native Pay 

Final Payment Clearance Sheet ~ 

Pay Roll Index Card 

Application for Allowances 

Schedule of Ailiowances 

Daily Time Sheet 


' Weekly Work Report’ 


Daily Production 

Document Index Control Sheet 
Map Reproduction Time Record 
Drafting Assignment 


-Purchase Order 


Tabulation of Bids 


‘Order Ticket 


Invitation to Bid 


Receipts and Receiving 


20-1. 
33-14 
35-3 
35-10 
35-16 
45-20 
25-hi7 
36-66 


Receipt 

Receipt 

Gonsolidated Receipt 

Envelope and Message Receipt 
Courier's Classified Mail Receipt 


‘Consolidated Intelligence Receipt 


Communications Pouch Receipt: 
Memorandum Receipt 


. o#lle 
RESTRICTED 
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CURRENT 
EDITION DATE 


19,9: 
1948 
198 
198 ~ 
199 
19,8 
1948 


QUT 


19:7 
199 
19,8 
194.8 


198 


1947 


1949 
19h7 
19,9 
1948 
194.8 


199 
19448 
1947 
19.8 


19,8 

19h7 
1949 
19:7 - 
199 
197 = 
1947. - 
1949 
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RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CLA FoR¢S 


CURKENT 
FORM NO. TITLE EDITION DATE 
Receipts and Receiving (cont) 
36-67 heceiving Report APR 1948 
38-16 Document Receipt APR 1948 
38-164 Document Receipt - Transmittal DEC 1948 
38-26 Limited Pass Keceipt _ DEC 19,7 
51-54 Transfer Report DEC 19:7 
60-65 . Graphio Materials Record JUL 19449 
70-18 Library Record Slip FEB 1948 
70-29 Transmittal Record FEB 19448 
Recruitment 
47-8 Recruitment Request JUN 1919 
37-61 Personnel Recruitment Status May 199 
Reference Index 
29~10 Report Record DEC 1914,7 
29-11 Miscellaneous Document Record DEC 19447 
29-20 Sereen Record - National Archives FEB 1948 
30-10 Issuance Cross Reference Card MAR 1948 
3-31 Pay Roll Index Card DEC 19148 
45-30 Abstract Tabulation Card AFR 1947 
35-304. = Abstract Tabulation Card SEP 191.7 
35-30B Abstract Tabulation Card SEP 1947 
35-306 Abstract Tabulation Card APR 19l:7 
45=+30D Abstract Tabulation Card APR 1947 
36-81 Stock Locator Record DEC 1948 
60-69 Abbreviation Card ocT l9lig 
70-16 . Cross Reference Sheet a SEP 19447 
70~18 library Record Slip FEB 1948 
Reports and Statements 
29~16 Scientific Report DEC 19:7 
© 32-2 . Monthly Forms Report SEP 1946 
3e~-18° ss Comparative Financial Statement JUN 1949 
34-3 ‘Administrative Audit Difference Statement MAR 199 
34-29 | Reconciliation Statement JAN 19,8: 
35-39 ' Daily Report - JUN 198° 
36-40 = Moving Information Report FEB 19,7. 
37-43 - No Title - Commanderts and Medical Officer's : 
Report ‘ JAN 1917 
: -12- 
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FORM NO. 


37-1 
57-1A 
37-67 
57-70 
38-22 
38-2 
51-53 
51-81 
56-32 


Jen15 
32-16 
ga>k7 
57-18 
59-3 
70-117 
70-74, 


30-11 
99°15 
36-2 

36-6, . 


36-74° 


3 36-58 
| 36-65 
36-79 | 
37-59 
37-62 
38-2 
58-9 . 
60-21 | 
60-70 
70-19 


7TO0-19A. 
70-20 i. 


FUNCTIONAL LISTING OF APPROVED OIA FORMS 


TITLE 


Reports and Statements (cont) 


Personnel Status Report 

Unvouchered Personnel Status Report 
Daily Security Report 

Report of Qualifications. | 
Security Violation Report 

Daily Report 

Status and Efficiency Report | 

Covert IAC Personnel Status Report 
Report on Daily Typist Operations 


Hequirements 


Summary, of Budget Estimates Fiscal Year 
Personal Services shames , 


‘Non-Personal Services lstimates 


Request for Requirements 

OFC Budgetary Data 

Follow-Up Requirements - $0_ 
Follow-Up Requirements - 00/6 


Requisitions and Requests 


Request for Approval of Forms 

Request for Advance 

Reproduction Requisition 

Report on Status of Requisition 

Requisition for Supplies, Equipment, or 
Service 

Requisition for Supplies, ‘Equipment, or | 
Service - Manifold | iano ieee 

Job Order 

Telephone Service ‘Order 

Supply and Work Order | 


Request. for Personnel Folder or Record Card | 
Request for Designation 


Request. for Credential 


, Document Request. Card 


Request for Inter-Library Loan 


Request for Library Loan Service 


Drafting Specifications - Top Secret 

(Cover Sheet) 
Drafting Specifications ~ Continuation Sheet 
Type Order ; 


-13= 
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EDITION DAT 
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1949 
19li9 
1949 
199° 
199 
1949 
19L:7 
199 
19147 


199 


igh 


199 
199 
19.9 
19.9 
1949 


19449 
19,9 
19h9 
19h)9 


199 
igh 


194.7. 


1948 
19,8 
199 . 
19h9° 
19h9 | 
199. 

19)49 
199 


“I9h8. 


19h8 
194.8 
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RESTRICTED 


FUNCTIONAL LISTING OF APENOVED CIA Forns 


CURKENT 
FORM NO. TITLE EDITION DATE 


Rosters and: “Strength Reports 


32~20 ‘Supperting Schedule fer S,F.80 and S.F, 113 AUG 1949 


37-71 ‘Overt IAC Personnel Status keport 7. Oot Ighg 
38-17 ‘Personnel Status Report : ° est "APR 19417 


57-23 . Roster ef Interpreters oe "MAY 19h9 


kouting, Signature and Memo Sheets and Slizs 


15-1 Routing Slip DEC 1948 
30-h, Official Routing Slip SEP 1947 
35-1 File and Routing Slip JAN 1gli9 
“55-2 | File Slip - Standard Register. wee for Me ; 
Bots routing.) . AUG 1547 
35-l,0 hegistry kouting | Slip see _ JUL 1940 
a 3 Co In. Error 

35-55 _Non-CIA Message Routing and Recard Snooty - : 
a Loan Capy _ JUN lolg 
35-56 Non-CIA Message Kouting and Record Scat i ; 

Retain Copy JUN 1949 

46-6 Transmitial Slip op ae  o. . SEP 1946. 
46-9 Office Message ea | _ “SEF 1916. 
36-70 i ing Tag oe Se ar. oe ae Jur -1948 
37-9 Fo *val Sheet re ee AuG--19h9 
37-55 F.° sral Slip = = - NOY 198 
37-65 ‘Personnel Action Route slip . hh UN DLS 
38-13 Signature Record and Cever Sheet APR 1948 
33-158 Signature Record and. Comment Sheet a JUN 199 
38-21 | Security Branch so Routing Sheet ©... OCT. 1947 
38-3), Investigative Division Routing Slip ~ _. JUL 1949 
51-9 Routing and kecord Sheet - Blue (Free By ee 

ee eS Restricted - Confide: ial)” . APR: 1949 
51-10. Routing. and Record Sheet - Pink (Secret) APH: 199 
5l-17. Information - Cable Routing and Record Sheet: JAN- 1917 
51-18 = Confirmation - Cable Routing and Record Sheet JaN--19h7 
_2i-lg  .. Action - Cable Routing and Record Sheet: JAN: 19,7 
51-23 Cable Routing and Record Sheet ~ Plain te JAN 194.7 
55-5... Internal Routing and Record ; as - "00 ocr 1¢eh9 

3 Schedules 
(36-60 = Repair ‘Schedule “=  U oh “DEC 197 
46-61 Service Schedule no DEC 1947 
56-77 Werk Ticket tae JUL 1948 
| RESTRICTED 
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RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


3810, No Title - Memorandum for transmitting. . a hs 
'- results of covert name ,check, (Blug Tissue) - MAR 19lg.. 


CURRENT 
FORM NO. -» TITIB EDITION DATE 
Schedules (cont) 
36-86 Weekly Working Schedule tos _ . MAY Ighe9 
37-28 Immunization Schedule JAN 1917 
70-112 Project Guide Sheet JUN 199 
70-113 Cover Sheet = White _ JUN 19h:9 
70-114 Cover Sheet - Blue JUN 1949 
Status 
30-12 Request for Status of Forms ae JAN I9h9 
37-35 Verification of Status MAY 1917 
37-1 Personnel Status Report JAN 199 
37-18 Unvouchered Personnel Status Report = JUL 19)49 
37-61 Personnel Recruitment Status : MAY 199 
37-71 Overt TAC. Fersonnel Status Report ocT 19h9 
38-17 Personal Status Report . APR 1917 
51-36 Status Card . 2 JUN 197: - 
51-81 Covert IAC Personnel Status Report Shee ocr 19h9 
Surveys, Studies, Investigations and Inspections 
32-1h. Budget Analyst Record JAN 19h9 
36~18 Survey Revort . a ae MAR 1919 
36-18 Survey Report = so _ JAN 198 
37-56 Analysis of Efficiency Ratings MAY 197 
38-18 Analysis She.t MAY 194.7 
38-248 ~ No Title - Name Check : | MAR 1949 
38-18 Name Check - Priority 29 . MAY 1949 
38-BA Naine Check. + Non=Priority : “4 MAY 194g 
38-61 Request for icplicant Name Check ; ‘OCT 19h9 
3&-102 - Report of Nigat Inspection ‘AUG 19L49 
38=103 Request for Investigation . | aus ae FEB 1949 
38=10h, No Title - Memorandum for transmitting : ; 
results of covert name check. (White). |. yep i9hg 


60-18 Machine Utilization AUG 1948 . 
| Telecommunications 
35-4) Classified Message ~ Ditto Master . ae DEC 1918: 
35-5 Incoming Classified. Message ~ Restricted = | ee 
see go Shige) eve sarees an . MAR 19he 
35-5 ' Incoming Classified Message = Confidential 
(White) | APR 1947 
7 “96 a 
RESTRICTED 
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FORM NO. 


RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


Telecommunications (cont) 
ee eee Ont, 


Approved For Release 2001/08/02 


\ 


Doe 
a, 


55-5 
Dae 
BOD 
3555 
2279 
35-6 
35-6 
35-6 
35-6 


35-7 

35-7 
55-15 
35-36 
35-36 
35-37 
55-37 
55-38 
35-39 
35-18 
35-9 
35-50 
36-65 


51-68 


51-69 
5i-70 
56-18 
56-19 
56-21 
56-22 
56~26 


TITLE 


Incoming Classified Message ~ 
Incoming Classified “essage - 


CURRENT 
EDITION DéTE 


Secret (White) AFR 
Top Secret 


(White) AFR 
Incoming Unclassified Message - Plain Text 

(Green) AUG 
Incoming Classified Message ~ Restricted 

(Yellow) MAR 
Incoming Classified Message - Confidential 

(Yellow) AUG 
Incoming Classified Message - Secret 

(Yellow) DEC 
Incoming Classified Mossage - Top Secret 

(Yellow) OCT 
Outgoing Classified Message - Restricted 

(Pink) MAR 
Outgoing Classified Message - Confidential 

(Pink OCT 
Outgoing Classified Message - Secret 

(Pink) DEC 
Outgoing Classified Message - Top Secret 

(Pink) JAN 
Outgoing Classified Message - White JUN 
Outgoing Classified Message - Blue JUN 
No Titlo - Message Center Dummy Copy . , DEC 
Incoming Classified Message = Yellow JUN 
Incoming Classified Message - White (Tissue) JUN 
Outgoing Classified Message-=- Pink JUN 
Outgoing Classified Message - Pink (Tissue) JUN 
Outgoing Classified Message ~ Blue JUN 


Daily Report 


No Title - Message Center Dummy Copy (Blue) DEC - 


JUN 


Signal Center Copy - Incoming Message (Green) MAR 


Classified Message - Temporary Copy APR 
Telephone Service Order APR 
Daily Record of Outgoing Messages JUL 
Summary Sheet AUG 
Traffic Summary AUG. 
Teletype Number Sheet MAR 
Teletype Number Sheet - re i: 
Four Hour Traffic Choal MAR 
Cruising Report - White OCT 


Fe 
RESTHICTED 
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194.7 
i 
197 
7 
1949 


25X1A 
295X1A 
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RESTRICTED 


FUOTIONAL LISTING OF APPROVED CIA FORMS 


CURRANT 
FORM WO. ° , TITLE EDITION DATE 
Telecommnications (cont) 
06-264 Cruising Report - Green OCT 1949 
56—26B Cruising Report ~.Yellovw OcT 1949 
56-260 Cruising Report - Blue OCT 1949 
56-26D Cruising Report - Salmon . OCT 1949 
56-268 Cruising Report - Buff _ OCT 1949 
56-35 Daily Production APR 1947 
56-44 HE Commentaries for Year “JUN 1947 
56-49 . Line Schedules - White ~ AUG 1947 25X1A 
56-49 Line Schedules = Salmon. AUG 1947 . 
56-49 - Line Schedules - Buff . _ , AUG 1947 
56—55 Number Seats for "B" Wire . OCT 1947 
56-56 Monitoring Schedule NOV 1947 
56-57 Headings for Cables NOV 1947 
56-58 § Headings for Cables NOV 1947 25X1A 
56~59 Headings for Cables NOV 1947 wee 
56~60 Headings for Cables NOV 1947 
56-61 Number Sheet for "B" Wire - Able and Baker . 
_ Circuits No. 201 to 400 . DEC 1947 
56-66 —- Reception Log AUG 1948 
56-68 Set-Up Log - White JUL 1949. _ 
56-68 Set-Up Log - Green JUL 1949... 
56-68 Set-Up Loe = Blue JUL 1949: .. 
56-58 Set-Up Log - Salmon | _ JUL 1949 
56-68 Set-Up Log - Buff JUL 1949 
56-69 Equipment Failure Report | JUL 1949 
36~70 Station Log Lo JUL 1949 
56-71 ° Monitoring Report ue = as JUL 1949 | 
36~72 Engineer's Watch Report ; JUL 1949 . . 
Training 
51-1 Training Request Form JAN 1948 
51-16 Training Evaluation JAN 1947 
51-16 Training Evaluation = Tissue JAN 1947 
51-71 Trainee Battery Form . HOV 1¢a' 
51-72 Battery Ratings DEC 1948 
51-75 Training Record —— FEB 1949 
Transfers 
35-3 Personnel Transfer.and Clearance Sheet — SEP 1946 
56-24 Property Turn-In and Transfer Slip JUN 1948 
37-110 Personnel Transfer Letter FRR 1949 
60-52 Records Transfer Request SuP 1948 
-17-. 
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FUNCTIONAL LISTIVG OF APPROVED CIA FORMS: 


CURRENT 
FORM WO. TITLE EDITION DATE 
Transmittals 
33-101 No Title - Check Transmittal Memorandum JUN 1949 
55-102 No Title ~ Memorandum JUN 1949 
64-101 No Title - Memorandum Requesting Additional 
Information and/or Corrections in Connection 
with Travel Voucher DEC! 1946 
36-38 No Title - Reference to Parking Permit FEB 1947 
37-109 Personmiel Action Transmittal Memorandum JUN 1947 
51-106 No Title - Transmittal Memorandum 
60-46 Trensmittal Sheet . NOV 1948 
70~29 Transmittal Record FEB 1948 
70-38 Transmittal List MAR 1949 
Travel, Transportation ond Shipping 
33-27 Travel Order i: JUL 1949 
53~28 Domestic Travel Order ° MAR 1949 
o4—2 Travel Expense Record LUG 1949 
34~4. Travel Order MAR 1949 
B4—4i, Travol Order - Tissue ; MAR 1949 
b4—5 Request for Travel Order JUN 1948 
34-16 No Title - CIG Memorandum Copy for Travel 
Request, S. F. 1030 DEC 1946 
54-17 Travel Order Amendment DEC 1946 
S4=19 Identification Card Record JAN 1947 
3a 20 Transportation Request Receipt MAR 1949 
36 <4 Request for Overseas Shipment of Cargo SEP 1946 
56-5 Request for Pick-Up and Delivery Preparatory 
for Overseas Shipment SEP 1946 
56-11 Final Instructions for Overseas Travel _ SEP 1946 
| 06-27 Request for Movement of Family and Housohold 
Effects DEC 1946 
| 56—72 Domestic Shipping Register JUN 1948 
56-85 Shipping Document APR 1949 
36-85 Shipping Document - Back APR 1949 
37-60 Foreign Travel Request FEB 1949 
OB-49 © Transportation of Household and Persona 
Effects and Automobiles JUL 1949 
58~50 Travel History JUL 1949 
51-78 Geograpnical Cargo Reference Card. JUN 1949 
51-103 Request for Shipping Instructions uC 1947 
70-48 Shipping Record OCT 1949 
| 
| 
| ~18- 
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i) CTIONAL LISTING OF APPROVED CA FORMS 


CURRENT 
FORM NO. TITLE EDITION DATE 
Vouchers 
2-11 Journal Voucher for Allotment of Funds for 
Personal Servicas DEC 1947 
38-5. Voucher for Payment of Individual Pay Roll 
and/or Cost of Living Allowances MAY 1948 
85-10 Special Funds Voucher OCT 1947 
| 33-12 Travel Voucher JUN 1949 
55—17 Reimbursement Voucher for Purchase and 
Services Other Than Personal JUL 1949 
| 34-1 Record of Voucher (For Per Diem Accounts) SEP 1946 
| S4—11 Analysis of Voucher MAR 1947 
( Work Sheets, Charts and Graphs 
Beat Chart (Fiscal Yeur ) JAN 1948 
32-13 Personnel Requiremonts Work Shezt JUN 1949 
36-54 Space Survey Work Sheczt SaP 1947 
66-62 Cargo “ork Sheet DEC 1947 
! 57-354 Medical Statistics Work Sheet FEB 1947 
q 51—15 Location Cnart SEP 1947 
| 51-66 Chart (Fiscal Yonr 194 ) MAY 1948 
51-80 Assessment Cases and Problems SEP 1949 
55=7 Iiileage Work Shoot FEB 1948 
56-28 The Daily Report - Master Contents Sheet MAR 1947 
| 58-8 Editorial Press Work Shest APR 1949 
60-18 Contact Register jnalysis Report JUL 1948 
60-53 © Caption Report ; SEP 1948 
60-55 Graphic Materials inalysis Sheet - Film APR 1949 
75-1 Record of Infectious Diseases in Foroign 
(Test) Countries JUL 194 
a1 02 
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FORM NO. 


SF1 
sre 
SFly 
SPFily 
SF19. 
SFe3" 
SF25 
SF25a 

- SF26 
SF27 
SF28 
SF32 
SF33 
SP36 
SF39 
SFO 
SF50 
SF51 
SF52 
SPO Le 
SF58° °° 
SF60 
SP61 
SF66 
SF68 
SF71 
SF75 
SF75a 


SF78 
SF104 
SF105 
SP113 
SFil3a 
SFlore 

- §F1012a° 


SF1Oleb 
SF1Ol2c 


-§P10124 


heSTiICTEn 
STANDARD FORMS STOCKED IN CIA 
TITLE 


Printing and Binding Requisition 
Lease 
Telegram (7"x8" ) 
Telegram (8"x10%") 
Bond of Indemnity 


Contract, ~ Construction 


Performance Bond 

Payment Bond . 

Driver's Report - Accident 

Investigation Officer's Report - Accident 
Claim for Damages - Accident, Motor Transportation 
Contract - Supplies 

Invitation, Bid and Acceptance 
Continuation Sheet for SF31 or SP34 
Request for Certification 

Contract for Telephone Service 

Changes in Civilian Personnel 

Report of Efficiency Rating 


List of Efficiency Ratings 
“Application for Federal Employment 


Continuation Sheet for SF57 . : . 

Application for Federal Employment (Short Form) 

Oath of Office, Affidavit 

Inquiry. Regarding Status, Veteran Preference, anaes Service 
Notice of Official Efficiency Rating 

Application for Leave 

Position Des¢ription |. . : 

Guide +0 Position Classifiers, Employers, Supervisors for ‘the 
~ Preparation of Position Descriptions 

Certificate of Medical Examination — 


“Application for Service Credit. Seal 
‘Obligations, Benefits and Privileges of Membership in. ie United 


States Civil Service Retirement System . Gs : oe 
Monthly Report’ of Federal Civilian Employment. 


_ Quarterly Report of Federal Civilian Employment oi, st 
‘Voucher for Per Diem and/or Reimbursement of Expenses. Incident 


to Official Travel 


‘Voucher for Per Diem and/or | Reimbursement of Expenses Incident 


to Official Travel - Memorandum 
Schedule of Expenses and.Itinerary of Traveler 
Voucher for Per’ Diem and/or Reimbursement of Expenses Incident 
to, Official Travel - Continuation Sheet 
Receipt for Cash - Subvoucher 


-l- 
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STANDARD FORMS STOCKED IN CIA 
FORM NO, TITLE 


SFlolja General Ledger 
SF1O15a = Allotment Ledger 
SFlO1Sb = Allotment Ledger - Copy 
SF1016 Distribution Ledger 
SF1017g Journal Voucher 
SF1041, Public Voucher for Purchases and Services Other Than Personal 
SF104ha Public Voucher for Purchases and Services Other Than Personal - 
Memorandum 
SF1045 Public Voucher for Purchases and Services Other Than Personal - 
Continuation Sheet ; 
SF1035a Public Voucher for Purchases and Services Other Than Personal - 
Continuation Sheet 
SF1036 Statement and Certificate of Award . 
SF1038 Application for Advance of Funds for Travel Expenses 
SFloldy Schedule of Collections 
SF1OLG Schedule of Transfers =. Special Deposits 
SF1048 Public Voucher for Refunds - Memorandum 
SF1OL9 Publio Youcher for Refunds 
SF1050 Publie Voucher for Refunds - Memorandum 
SF1055 Application for Payment of Amounts Due Deceased. or Incompetent 
Civilian Employees, Officers and Enlisted Men in the Military 
Service, and Public Creditors of the United States 
SF1062 Government Bill of Lading - Extra Sheet 
SF1067 Public Voucher for Transportation of Passengers 
SF1067a Public Voucher for Transportation of Passengers 
SF1067b Public Voucher For Transportation 6f Passengers 
SF1l067c¢ Public Voucher for Transportation of Passengers 
SF1069 Voucher for Allowances at Foreign Posts of Duty 
“4 SFL069— Voucher for Allowances at Foreign Posts of Duty - Memorandum 
SF1070 Schedule for Retirement and Disability Fund Credits 
ST1080 Voucher for Transfers between Appropriations and/or Funds 
SF1080a Voucher for Transfers between Appropriations and/or Funds’ = 
Memorandum (Disbursement) | 
SF1080b Voucher for Transfers between Appropriations and/or Funds = 
Blue (Collection) 
SF1080e Voucher for Transfers between Appropriations and/or Funds - 
Green (Collection) 
SFLO95 Summary Statement of Disbursement and Collections by Appropri- 


ation Limitations 
SF1096 Schedule of Vouctier Deductions 
SF1097 Adjustment Voucher to Effeot Correction of Errors 
SF1097a Adjustment Voucher to Effect Correction of Errors - Memorandum 
SF1098 Schedule of Canceled Checks 


2. 
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FORM NO. 


SF1103 
SF11L030 
SF110), 
SP1105 
SF1106 
SF1108 


SPF1108a 


SF1113 
SFlll3a 
SF1116 
SF1117 
SF1118 


SF1128 
SFl1lesa 
SF11e9 
SF1129a 
SF1129b 
SF1129¢ 
SF1130 
SF1137 


Cr ra sees 
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STANDARD FORMS STOCKED IN CIA 
TITLS 


U. S. Government Bill of Lading - Original 

U. S. Government Bill of Lading ~- Memorandum 

U. S. Government Bill of Lading ~ Shipping Ordor 

U. S. Government Freight Waybill - Original 

U. S. Government Freight Waybill -. Carrier's Copy 

Certificate in Licu of Lost U. S. Government Bill of Lading - 
Original 

Certificate in Lieu of Lost U. S. Government Bill of lading - 
Memorandum 

Public Voucher for Transportation Charges 

Public Vouchsr for Transportation Charges - Memorandum 

Statemont of General Accounts Balances 

Schedule of Balances Showing Status of Appropriations 

Statement of Apportionments and Allotment Accounts by 
Appropriations 

Pay Roll for Personal Services 

Pay Roll for Personal Services - Memorandum 

Voucher for Petty Purchases 

Voucher for Petty Purchasos ~ Memorandum 

Voucher for Petty Purchases ~ Continuation Sheet 

Voucher for Potty Purchases ~ Continuation Sheet (Memorandum) 

Time and Attendance Report 

Loave Record 


~% - 
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CIVIL SSRVICE FORMS STOCNED Tif cl“ 


FORM Wo, TITLE 

Cs12 Proof of Residence 

CS1769 Affidavit as to onbers of Family in Governmont Service 
CS2803 Individual Retironent Record 

CS2806~1 Designation, Change or Revocation of Beneficiary 
CS2806~3 Notice of Correction of Individual Retirenent Record 
CS2807 Register of Separations and Transfer 


CS2807~1 Register of Adjustments 
CS2807~2 Aznual Summary of Retirement Fund Transactions 


CS3000 Retirement Desth Claim 

083001 Application for Rotirement Annuity 

CS3002 Application for Retirement on Account of Disability 
CS 3005 Application for Refund of Retirement Deductions 


MISCELLANROUS PORTS STOCKED tn CIA 


Treasury Departinent Forms 
eS 


WT-4 anplovyeetg Withholding Exemption Certificate 

1737 Bond Issuance Schedule ~ United States Savings Bonds - 
Series E 

1737a Bond Issuance Schedule ~ United States War Savings 
Bonds = Series g 

6569 Power of Attorney by Individual for the Collection of 


Checks Drawn on tho Treasurer of the United States 


Department of the Army Forms 
nanny Forms 


4G0-7D17 Requisition for Publications and Blank Forns 
D423 Individual Earnings Record 
D44 Pay Roll for Personal Services (Civilian Employees ) 
Date Pay Roll for Porsonal Services ~ Continuation Sheet 
ND44b Pay Roll for Personal Services « Memorandum 
WD44c¢ Pay Roll for Personal Services ~ Meinorandun - Continuation Shest 
11D58 Pay Roll Change Slip 
WD6O Pay Roll Certification Control 
WD61 Individual Earnings Records Summary Control 
WD62 dar Savings Bonds Control 
‘Federal Works Agency Forms 
CY Fortis 
10~292 Request for ‘York to be Performed 
vt BN68 Property Pass 
| Government Printing Office PForis 
R2390 Srder for Standard Forms or Suvplies 


RESTRICTED 
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ILLEGIB 
| ak my 2 


Ny e 


oe). GONPIDEUTTA |. 
25X1A NG 


% October 1946 
i RAE EE CoN TRAL LITE LLICUNCI 
O5X1A == MAL TIMELLICUNCE P20? parney 


oll ante THSTRUCTY 
C. 1. G. ADLINIS tative vivaa 


FOWU.S CO JATROL «lb S STANDAUDI ZATION  OCTIDU 23 


\, 


lL. Authority Ne 


NY 


The es aes: Financo Division, Personnel and fdninistrative 
Branch, is vested with the authority to roview and control the use, annli- 
: * ‘ ia ; ’ 
cation and reproduction of\ fornis to be wsed by C.1.G. and tho standardi- 
* f 
zation of procedures in comoation with the use of such forms. 


fe Reproduction 
focal ub doe tetahed 


acquests for new or adit onal quantities of existing forms will 


? 


be forwarded to the Budpoet Scetiow, to oether with Forn 36-2, "onroduction 
f 


acquisition", in dunlicase, Reqvosts fox’ eduction of forms will not be 


honored without the yricr annr abe Ll of the Dudsot Seetion, 
; 


5 % 
ve Provaration of Forns and Procattures *s 
i a Iie eas are \, 
: P 4 oe 
The Budget Section fortors the assistancchor qualified nersonol 
, 
in the preparation of nov Pgrns and the devising of DRO ecdures to be used 
; 9 
in the application of suchfforns. In instances where a gn proccdure is 
j 
te be established, or where new forns are to be prepared, the Budget 
: : ¢ 
section should be advised in order thet they may suncrvise and, assist in 
i ‘ my 
; f ‘ 
this connection. Hos pyocedures will not be issued in the forn of Admin- 
‘ ‘ 
istrative Orders or zoe ce tons until the nrocodures or ins tructions have 
: 
been reviowed by the Budget Section and eae by the noner den partnental 
25X1A fo 
Coordinating and | Planning Staff. \ pe" a eB 
: peg: ge , 
25X1A \ SN et 
: ce ty [dp came ST eae r TVITMT 
p : FOR eds VIRLC TO: or CL WERAL Te TLLLT 


1A 
a AS USEERED PUR C.I.A. GENERAL ORDER No. 


25X14 


an olonel, CAC 
‘ nxecutive for Jeheonncel and Minnie as 

> EPR SOTIVE oO JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL REM AIN IN PORGE ENTIL 
7 CANCELLED OR SUPE IRSEDED \- a 


owen’ 2 a 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


Fi y a) 


x 
SUBJECT: CIA Forms. x a 


Rescinds hdmi nistraive Instruction vo. dated J October 19 


\ 


», 


1. Requests for new andh, revised forms should be: Submitted to the 
Executive for Administration and Management on Form,No, 30-11, "Reques 
for Approval of Forms" (see attachment) , together with draft of propos 
form and "Reproduction Requisiti On," Form No. 36<0. "Requests for Sup 
plies, Equipment or Service," Form,No, 36-7, wizd te used in lieu of 
Form No. 36-2 when procurement is Be be made i on outside sources. 


i an 
é- Assistant Directors and State Chiegs are responsible’ for insur- 
ing appropriate coordination prior to Submpd’ssion of proposed forms for 
final action. This coordination should sovide for maximum utilization 
and standar‘lization for intra-office or- intra~agency use, including 


elimination of unnecessary or essenti ally duplicate current forms, 


3. The Management. Branch, A&M,, will provide procedural ahd format 
assistance in development and utd Ligation of propcred forms. , 


le Requests for forms stocked’ i Services ‘branch, A&M, will be 
submitted directly to the Supply Division, Service's Branch, on Form No. 
36-7» ? _ 

5. All offices which ietntedt an exclusive jee of forms will 
submit Form No. 36-2 or Form Noe 36-", as appropriate, bo the Management 
Branch, A&M, when reordering sich forms» *, 


4 
i 
's, 


6. Two finished copies éf all new or revised forms wild, be forward- 
ed to the Management Branch by: *, 


Qe Reproduction Division, Services Branch = when forms’ are repro- 
duced within CIA. 


b,. Supply Division, Services Branch = when forms are obtained 
from outside sources for central stocking within CIA, 


ce. Using Offices - when Forms are ordered from outside sources 
and stocked only within the using office. 


7 FOR’ THE B DIRECTOR OF CENTRAL. INTELLIGENCE: 


De ee 
oer ed 


Executive for 
Attachment Administration and Management 


DISTRIBUTION: A 
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~ REQUEST FOR THE APPROVAL OF FORMS 


< « 


NOTE: See Instructions on “reverse side. ' . 
TITLE OF FORM PROPOSED EDITION TYPE OF FILE 

CT wew [TT vistete [2] sinoer 

L_) reviseo (J verticte [——] rotoer 


SUPPLY OF CURRENT FORMS 


[-__]To BE USED | |NOT TO BE USED 


JUSTIFICATION 
PUBLISHED AUTHORITY DIRECTING USAGE; PROCEDURAL PURPOSE’; SPECIFIC ORGANIZATIONAL UNIT INITIATING THE FORM; NUMBER OF 
COPIES IN WHICH PREPARED AND THEIR DISPOSITION 


uw 


CONCURRENCES (intra-agency using offices or officials? 


COORDINATED FOR STANDARDIZED APPLICATION 


[Jres je Ixe 


REMARKS: SIGNATURE 
DATE Fae 
; ae 
‘FORM NO. *Use reverse side if necessary 
_ gun 1948 30°48 
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bo] | DEC 16 19a ~ 


RESTRICTED y. 
Pt. 3 : 25X1A 
We ADMINISTRATIVE TST iy ly December 19h9 
NO. 
SUBJECT: Forms Control and Standardization. 25X1A 


te rt We 


RESCISSION:. Administrative Instruotion No. dated 3 June 198, 


1, The CIA forms dontrdl and standardization program is designed 
to premote procedural efficiency, eliminate duplication of forms, achieve 
x} eoonomles in the proourement, stocking, and distribution of forms and re- 
duce the man-hours required to process them. 


é. A form is a printed or reproduced document with blank spaces 
previded for inserting specifio information. A "form letter" is a letter 
» printed or reproduced to furnish information for repeated mailings or one 
co7T>malling to numerous destinations, Form letters with or without blank spaces 
A are considered forms for the purposes of this directive. 


34 The Management Staff is responsible for: 


. a. Reviewing, recording and approving requests for the use,. 
reproduction, or procurement of all Agency forms. 


25X1A 


be Registering and assigning identification to forms. 


Oe Establishing and applying design and specification 
standards to forms. 


d. Aralyzing forms for essentiality, purpose, content, 
simplification, consolidation, standardization,. and related 
procedures. 


6s Furnishing technical assistance in designing ferms. 


f. Making recommendations in connection with the procure- 
ment, storage and distribution of forms. 


} | 8+ Initiating surveys for the purpose of eliminating unneces= 
S sary forms. 


he Clearing with the other agencies on matters pertaining to 
their forms used by the Agenoy.. 


N i. Evaluating the forms control and standardization program. 
_ les The, classes of ‘forms, used in CIA are: 
ae CIA Forms - Approved by the Management Staff for use of 
ee the Agency. 
vee ~~ : 
b. Standard Forms - Approved by the Bureau of the Budget 
mS or the General Accounting Office for the mandatery use of other 


} agencies. 


aye 
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Ge Civil Servise Forme - Presoribed by the Civil Service 
Commission for the use of all Federal agencies in the adminis- 
tration of oivilian personnel, 

d. Miscellaneous Forms ~ Developed within and approved by 
other agenvies which cannot accurately be classified under a, 
by or o above but which are authorized for use of CIAe 


- 5+ Assistant Directors and Staff Chiefs are respensible for insuring 
appropriate coordination on proposed forms and providing for maximum utili- 
zation and standardization for intra-office or intra-agency use. Where 
possible new forms will eliminate essentially duplicate current forms, 


6. Hequests for new or revised forms shall be submitted to the 
Management Staff on Request for Approval of Forms (Form No. 30~11) with 
a draft of the proposed form and Reproduction Requisition (Form No. 36-2). 
Request for Supplies, Equipment, or Service (Form No. 36-7) shall be sub- 
mitted in lieu of Form No, 36-2 when procurement is made outside the Agency. 


7+ The printing, reproduction, procurement or use of forms within the 
Agency is prohibited without the prior approval of the Management Officer. 
Iwo copies of improvised forms ourrently used shall be submitted with Form 
No. 30-11 to the Management Officer for’ approval. 


8. Requests for the discontinuance of approved forms shall be sub- 
mitted to the Management Officer by the office which dnitially requested 
approval. 


9. A functional list of all approved CIA forms and a numerical list 
of all non-CIA forms currently stocked in the Supply Division are attached 
as an appendix, An amendment to the list will be issued each quarter. A 
revised list will be issued on 1 July of each year, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Captain, USN 
Executive 


ATTACHMENTS: ly 
Appendix 
kL. Functional Index for CIA Forms 
2. Functional Listing of Approved CIA Forms 
3. list of Standard Forms Stocked in CIA 
4+. List of Civil Service Forms and Miscellaneous Forms 
DISTRIBUTION: A “2- 


RESTRICTED 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


RESTRICTED 


APPENDIX 


come mee ot ee eee 


nm ies ees met met cree tire 


AOMINISTRATIVE INSTRUCTION =, 
| 295X1A 


31 OCTOBER 1949 
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| FUNCTIONAL INDEX FOR CIA FORHS 


"eed pene : 


2 Sune ____ PAGE RUMBIR 
Accounting, Accounts and Audits l. 
Action -vela 
Allotmonts and Allocations l. 
applicants, Applications, Appointments, Personnel 
and Fersonal Data 1. 
Approvals Be 
Attendance and Leave Re 
Charge-Out and Filing Devicos Ge 
Check Sheets Be 
Clearances 3. 
Coding Se 
Contact, Liaison and Interview 3. 
Contracts and Agreements 4. 
Control and Follow-Ups 4. 
Damage, Destruction, Salvage and Loss 5e 
Distribution, Delivery and Disposition 5. 
Examinations and Tests 6. 
File Slips . 6. 
Indebtedness 6. 
Information Requests, Reports and Records Te 
Instructions Ss 
Inventories 8. 
Letterheads 8. 
Logs and Revisters 8. 
Mail, Courier and Messongor 9. 
Medical 9. 
Obligations 10. 
Orders 10. 
Passes, Pass and Admission Records 10. 
Pay Roll and Time Records 1% 
Production ll. 
Purchase ll. 
; Receipts and Receiving ll. 
Recruitment ‘le. 
Reference Index 12. 
Reports and Statements ee 
Requirements 13. 
Requisitions and Requests 13. 
Rosters and Strength Reports 14. 
Routing, Signature and Memo Sheets and Slips 14. 
Schedules 14. 
Status 15. 
Surveys, Studies, Investigations and Inspections 16. 
Telecommunications 15. 
Training Les 
i Transfers 17. 
| Je ate 
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FUNCTIONAL INDEX FOR CIA FORMS 


SUBJECT PaGe NUMBER 


| 
Transmittals 18 
Travel, Transportation and Shipping | ; 
Vouchers as i 
Work Sheets, Charts and Graphs io 
A 
| 
f 
i 
| 
i 
i 
i 
| cea 
RiSTAICTED 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


TITLE 


Accounting, Accounts and Audits 


33-16 
33-18 
3413 


3-102 


3-103 
34-103 


3h-10h, 


36-88 
57-13 
59-h 


Action 


37-1 
D159 
37-1, 
37-65 
37-109 
37-111. 


Ascounting by Individual for Advance 
Post Allowance Audit Card 


Postage Stamp Disposition Record and Sum- 


mary Report 

No Title - Request to carrier for rebilling 
of Transportation Request because of un- 
used portion of ticket. 

No Title = Request for clarification. toe 
pormit prompt settlement of billing (Bond) 

No Title - Request for clarification to 
permit prompt settlement’ of billing 
(Tissue) ; 

Request for Information Relative to Dis- 
position of Certified Voucher Covering 
Account 

Reconciliation Card 

Cash Journal 

Financial Status of Project 


Confidential Funds Personnel Action . 
Personnel Action Request 

Placement Action Slip 

Personnel Action Route Slip 

Personnel ‘.ction Transmittal Memorandum 
Canceled Personnel Action 


Allotments. and Allocations 


22-5 . 
32-7 
33-20 


59-2 
29+ 
2963 


Advice of Allotment Authorization 

Request for Change in Allotment 

Report on Expenditures and Budget sllo- 
cations 

Excerpt of Financial Data 

OPC Administrative Allotment advice 

OFC Administrative Allotment Advice (Tissue) 


CURRENT 
EDITION. DATE 


Applicants, Applications,. Appointments,. Personnel and Personal Data 


eg-1 
33-2 


g 


&pplicant Record Card 
Foreign Duty Data Sheet 


she 
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FUNCTIONAL LISTING OF APPROVED CIA FOR}S 
CURRSNT 
FORI WO. TITLE EDITION DATE 
Applicants, Applications, Appointments, Personnel and Personal Data (cont) 


83-11 Oath of Office e As DEC 1946 


36~39 Application for Parking. FEB 1947 - 
37~20 Service Record Card ~- White, © © © 'BB 1948. 
67-22 ~ Within Grade Promotion Record | ‘ ; “. JUN 1947 | 
37~358 Housing Application ee JUL 1947 
87-49 Applicant Data Form . . » tg ; | JUL 1948 | 
37~50 Personnel Data Form fe ' JUL 1948 
67-58 . Military Record ; a, APR 1949 
37-105 Periodic Pay Increase .Report a ocT 1949 ., 
58-1 Personal History Statement _ SEP 1948 
S8—1A Personal History Statement - Appendix 1 . .. AUG 1948 | 
58-35 Application for Employment ait oa a  . JUL 1948 
38-39 Notice of Fingerprinting —., » ‘SEP 1949 
51-24 Personal History : ‘JUN 1949 | 
51-105 io Title ~ Lotter of Appointmeat : 

| (Unvouchered Employees) «JUN 1948 
56-65 . ‘Employee's Information Form - Field MAR 1048 
56-67 Employee's Information Form - Departmontal — ' AUG 1948 

Approvals” 

10-1 Advice of Project Action JUN 1948 | 
68-101 Security approval . MAY 1949... 


Attendance and Leave 


35-30 ° Duty Status Report as JUN 1949... 


35-22 © Bi-Weekly Attendance Record . Sig AR. 1947 
38-29 dttendance Report DEU 1947 
56-25 Daily Attendance Record = Voice ! Mentor sne 


Section La p47 
Charge ~Out and Filing Devices 


3 Docunent Charge-Gut Slip Mov 1946 


55-1 

35=24 Serial Removal Form hs / . APR 1947 
55-26 Abstract Charge-Out Slip _ - PR 1947 
oo~ 28 + File Charge-Out Slip |... ; -. |. |. FEB 1949 


Check Sheets 


38=7 Security Check Sheot - JL 1948... 


38-8 . . Staff Duty Officer's Check List- ~~ -.- JUN 1948 
56-14 The Daily Report - Stencil Check Sheat £PR 1947 
70-22 Final Checking Record FER 1943 
_ | ‘aQe: 
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FUNCTIONAL LISTING OF APPROVED CLA FORMS 


‘CURRENT 
FORM NO, TITLE EDITION D&TE 
Clearances 
20-2 — Record Card JUN 1948 
27-101 No Title = Office Memorandum MAR 19h9 
3h.-30 Final Payment Clearance Sheet ‘BB 199 
37431 Medical Clearance (Military) ed JAN 1947 
37-10h, Request for Security Clearance MAY lglg 
27-105 = Periodic Pay Increase Report oct 199 
Coding 
29-22 Graphic Materials Coding Shect - Books . -FEB 1948 - 
29-28 Foreign Industrial Transcript Sheet MAY 1948 
30-9 Graphic Materials Coding Sheet - Meps DEC 1947 
- 38-117 Security Information Card MAR 19h9 
60-23 Master Card Data MAY 19h9 
60-117 Graphics Register Analyses Sheet - Spot ; 
mS Photography and Personalities NOV 1948 
60=L9 Individual Code Sheet ~ AUG 19448 
60-L9A Organization Code Sheet’ SEP 198 
60-55 Graphic Materials Analysis Sheet - Film APR 19h9 
60-59 Biographical Code Sheet DEC 198 
eae Product Transcript Sheet = Card No. 3 JiN 19h9 
O- i 
_ (Test) Employee Status Change Card JUL. 19h9 
-60+67 Industrial Register Transcript Sheet No. 1 JUL 19h9 
70-30. Map Catalog Card MAY 1948 
- 70-48 ° Shipping Record ocT 19h9 
Contact, Liaison and Interview 
ev ilew - 
37~13 Personnel Relations Interview Record — FEB 197 
38-32 Investigative Liaison Record ‘ ‘MAR 1949 
. 39-1 Report of Interview NOV 1946 
51-33 Liaison - Contact Card JUN 1947 
51-55 Contact Locetor Card . JUN 19447 
51-6 State-Control Record Card-White _ oct 1947 
51-6 State-Control Record Card-Blue . ocT 1947 
57~19 00/6 Case Sheet | FEB 199 
60-56 | 
(Test) International Travelers Arriving and 2a 
: Departing U.S.i. | DEC 19448 
60-63 Record of Linison Contact APR 199 


70-L16 Data on Exchange oct 19h 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 

FORM No. TITLE EDITION DATE 

Contracts and Agreements 

pe ee ane S MENUS. 
36-35 Informal Agreement for Services JAN ‘197. 
36-5 General Contract Conditions . MAY 19147 
37-39 Release a oct 19h9 
47-53 ' Personal Service Contract oo APR 191)9 - 
38-33 Secreosy Agreement ah APR 1918 
51-39 Bill of Sale a Pune JUN 1947 
51-40 Declaration of Trust JUN 1947 
51-10 No Title - Employment Agreement JUN 198 
55-10 No Title - Employment Agreement JUN 1948 

Control and Follow-Ups 
29-23 _ Block Control Shect: =e oe JUN 1948 
30-5 Table of Organization oe (aS MAR 1948 
32-1 Form Control Card " Se fet NOV 1948 
32-8 ° Position Control Ledger = o ~ APR 19,7 
3@-9 Alphabetical Form'Controi Cara ° . °°. MAY 1947 
32-12 — Position Control - White © ; 3 © ge JUL 19h9 
32-12 - Position Control - Blue > 2 iia JAN 1948 
35-21 SFD-SMU Posting Control '* MAR 1948 
35-53 Project/Contract Control Card - oe NOV. 1948 
35-54, Contract Payment Control Card — DEC 1948 
35-58 Important Notice °° ues JUN 199 
36-13 Aocounts Control Register OCT 1946 
36-1, Stock Control Card 7” - OCT 1946 
36-140 Stock Control Cara °° FEB 1948 
26-15 Voucher Register ae > et 19h6 
36-25, Supply Record Card —_ ao JUL 19h9 
36-32 Daily Gasoline and Oil Consumption DEC 197 
36-3), Contractor's File Card wee ee)  PANeIGHT | 
36-l —  Non-Expendable Property Record ~ JAN 1948 7 
36-46 Dispatcher's Record - OEP te ga DEC 1947 
36-7 '. | Chauffeur's Record — a ak “Nov 19h7: 
36-118 Identification Control ean be JUL 19h7 
36-55 Contract Record Ba : - SEP 19)7 
36-59 ' Vehicle Repair Record ~ oS NOV 1947 
36-87 Replenishment of: Stock: ‘Record " Ss JUN 19h9 
36-89 . Vehicle Record °°"! = ee ~ oct 19k9 
37-15 Position Control Card - White > 7 OCT 1948 
37-15 Position Control Card - Satmon ocT “1948 ° 
37-5, Follow-Up Slip: (0). = . ~ NOV 1948 
37-63 Personnel Processing Control. Gord MAY 19h49. 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORH HO. TITLE EDITION DATS 
Control and Follow-Ups (cont) 
37-69 Approved Positions ’ SEP 1949 
38-27 Open - Safe Label Dac 1947 
38=40 Physical Security Control Card JUN 1348 
51-48 Status Control Card . , APR 1949 
51-55 Letter Card . JAY 1948 
51-56 Document Card JAN 1948 
51-74 Docunent Control Card FEB 1949 
51-79 Stock and Allocation Record JUL 1949 
57-20 Index Section Control Slip sie MAR 1949 
53-10 Project Record Card ocr 1949 
58=11 Periodical Record Card _ SEP 1949 
59-1 OPC Frojoct Control WOY 1948 
60-41 OIA Library Control Slip JUL 1949 
60-57 Batch Control Sheet JUL 1949 
60-60 Information Control Sheet DEC 1948 
60-62 Document Index Control Sheet FaB 1949 
60-65 Graphic Materials Record JUL 1949 
60-68 Publication Supply Record 7 EP 1949 
70-17 Progress Card - e DEC 1947 
70—24 Drafting Room Record FEB 1948 
70=26 Office Map Record 7 . FEB 1948 
70-31 Base Map Progress Chart ae £PR 1948 
70#32 Overlay Frogress Chart 7 - SPR 1948 
70-37 Loan Record Card ~ White JUN 1948 
70-37 Loan Record Card ~ Buff JUN 1948 
70-41 Map Request Routing Shoet NOV 1948 
7047 Follow-Up Requirements - §0 . OCT 1949 
70-474 | Follow-Up Requirements - 00/¢ | OCT 1949 
Damage, Destruction, Salvage and Loss | 
t “Sreneemenncrceeenenacotmesint center Ae ror Gehan no ainnetetn vee eran int ean 
35-18  § No Title - Certification of Destruction of - 
we _ Docwnent NOV 1947 
55253 Destruction Report Card ' AUG 1949 
56-42 Voluntary Payment for Public Propsrty MAY 1947 
36-82 Certificate of Droppage - Expendable Supplies pzc 1948 
Distribution, Delivery and Disposition 
oo—21 Distribution Record File Card | ., MAR 1947 
36~10 Combination Stock Record, Receiving and aa 
Froperty Issue Form | < APR 1948 
7 
H ~ 5 
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oerermaen 


PUNCTIONAL LISTING OF APPROVED CIA FO:MS 


TITLE 


Distribution, Delivery and Disposition (cont) 


36-21 
36-29 
36-102 


36~102A | 
36-108 ° 
70=28 


70-33 
70-45 


37-he2 
57-43 
37-15 
37-6 
yin 


37-70, 


File Slips 


29-19 library File Slip - Green 
45-1 . Pile and Routing Slip ~ | 
35-31 Abstract File Slip - White 
35-31 Abstract File Slip - Yellow _ 
35-31 Abstract File Slip-- White’ and Blue; .. |. 
45-31 Abstract File Slip - White, Blue and Green 
35~31 Abstract File Slip - Yellow and Pink 
38-62 Abstract File Slip - Reference Index = Tes: 
60-16 | Gross Reference Slip. sa 
70-l, File Slip - Unclassified 
70-5 File Slip - Classified 
Indebtedness 
34-21 Bill for Collection” | 
34-21 .. Bill for Collection -‘Tissue — 
4-22 ‘ statement of Details 
Ay-25 Claim for Refund 


Authorization for Pick-Up and Delivery 
Notice of Delivery 


‘Letter No. 1 - Inquiry as to overdue 


delivery. 

Letter No. 2 - Inquiry as to overdue’ 
delivery. 
Letter No. 3 - Inquiry as to mailing date 

of periodicals not received. 


‘Primary Distribution Record 
. Map Delivery Record 


Map Printing and Distribution Record 


Examinations and Tests 


Tost Record Card 
Test Data Report Form 


., Glerical Aptitude 


Shorthand Test Sheet 

Checklist and Score Sheet for Road Test - 
in Traffic + 

Report of Qualifications 


tte 


ee the 
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CURRENT 
EDITION DATE 


" JUL 198 


JAN 19:7 
AUG 19h9 
AUG 1919 
AuG 199 
FEB 1948 © 


MAY 1948 
AuG 19,9 


‘gmp 19L9 


DEC 1947 
APR 19448 
MAY 1948 


AuG 1948 
SEP 199 


JAN 19h5 
gan 199 


APR -1OL7 © 


APR 19147 


- APR IOLT », 


AFR 19L49 
APR 19L:7° 
AuG 19:9 


“DEC 19L:7 - 


AUG 198 
AUG 19h)8°- 


- oct 19h9 


MAR 19:7 
AFR 19:7 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO, TITLE EDITION DATE 
Information Requests, Reports and Records 
EE ROports and Records 
37-l Service Record Information ocT 1948 
37-6 Personnel Information . JUL 199 » 
51-L Information Report JAN 19147 
51-hA Information Report SEP 1948 
5l-la-1 = Information Report DEC 1948 
51-LB Information Report DEC 19,8 
51-lic Information Report DEC 1948 
51-5 Information Report - External Survey 
. Detachment oct 199 
51-1 Information Directive JUN 19h9 
51-15 Evaluation Record AUG 1917 
51-25 Grading Shoct JAN 197 
51-58 Field Information Report Sheet FEB 19148 
51-59 Opcrational and Source Data She.-+ FEB 1918 
51-61 Information Report May 199 
51-614 Information Report MAY. 199 
51-76 © O80 Preliminary Response to OCD MAR l9lg 
51-77 Information Report JUN 19h9 
55-8 Assessment Sheet JAN 19h9 
29-101 | Assignment of Collection Action MAY 1947 7 
X1A 57-6 Organization Activity Record AFR 1947 
25 57-14 Process Sheets for JJ Reports MAY 1948. 
57-15 Reports Record Card MAY 1918 
57-16 Process Sheet for Q0/C Cases . JUL 1948 
57-22 Case Status Report MAY 1949 
"58-3 ICF Sheet - &"x103" 3 JUL 1948 
58-34 ICF Sheet = 5x8" JUL 1948 
58-5 Project Record Card DEC 1948 
58-6 Project Record & APR 1949 
58-7 Project Record B APR 1949. 
58-8 Editorial Press Work Sheet _ APR 19h)9- 
60-1 Request for Intelligence Information APR 1948 
60-3 Information Dispatch Slip : FEB 1947 
60-6 C.D. Kardex Record . MAY 1948 
60-3), ICF Card - Duplimat - JIL 1949 
60-58. Biographical Information Sheet : DEC 1948 
6-584 Biographical Information Sheet - Continuation ee 
Form a JAN 19h9 
bXIA 60-58B Biographical Information Card 7 - Jun 19h9 
a 60-60 Information Control Sheet DEC 1948 
60-6 Biographic Report = MAY 1949 
ays 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


7 2 : - CURRENT 
FCRM NO. ~ TITLE EDITION DATE 
Information Requests, Reports and Records (cont ) 
60-101 = No Title - cD Letter Pack a “JAN 1949 
| 70-10 Intelligence Information Report Grading 
Sheet sf MAY 19,9 
70~3)) Personnel Reporting Form .. 5 MAY 1948 
| 70-35 Organization Reporting Form MaY 19,8 
70=lyy ORE Report 15-9 Supplement - fips JUN 19h9 
Instructions 
eee : 
(29-5 | ICF Reproduction iastaneeicns. DEC 191.7 
60=71 Consolidation Instructions obT 1949 
70-23 Revision and Rerun Record _— FEB 19,8 
| Inventories 
35-57. Semi-Annual Inventory Report Soe JUN 19:9 
| 36~16 Report of Inventory Adjustment foo Be oct 1946 
| ' 36-19 Property Inventory Record | ms JUN ‘1949 
, (36-83. = Stock Card : . ae: JAN ‘19hg 
! Letterheads 
51-26" = - No Title ~ Official Dispatch (White) MAR: lol 
51-28A, No Title ~ Official Dispatch (Blue)... MAR 19h9 
Pheeo - No Title - Official Dispatch (Yellow) JUN I9h9 
Logs ane Registers | 
Zes10- Boe , | as a FEB 197 
35-22 =: Outgoing Cable Control Sheet: . May 1947 
: 25-33 Incoming Cable Control. Sheet _ +o MAY 19:7 
. 25434 Incoming Log - Secret ‘ . MAY 198 
35-35 Outgoing Log - Secret . x - oct 19,7 
35-12 Signal Conver ‘Number Log ~ Out = AUG 19:7 
45-13 _ Signal Center Number Log =: In a - auG 19:7 
35-H, ° Teletype Wire Sheot - Inward 9200 “ 
35-15 . Teletype Wire Sheet - “Outward , St ee ; 
| 35-46 = «Log = Confidential © OCT 197 
35-51 Consolidated Teletype Wire Sheet . - MAY 1948 
35-52 Incoming Cablo Log Jun 1948 
5 36-69 Daily Log for GPO Work" JUL 194.8 
26-72 Domestic Shipping Register - JUN 1946 
28m: 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO. TITLE EDITION DATE 
Logs and Registers (cont) 
36-78 Record of Jobs Processed in Composing Room JUL 1948 
47-6h, Reference Log Sheet, Confidential Jacket, 
. Personnel Folder JUN 199 
38-11 Visitor's Register Log JAN 1947 
58-14 Top Secret Log AFR 1948 
51-31 Information Cable Log MAY 19447 
51~38 FPDA Reports Log No. 2 JUL 19h8 
51-l2 Log a AUG 1947 
51-52 Source Log FEB 1948 
51-64 Station Traffic Sheet AFR 1948 . 
25X1A ae 20 Cable Log - MAR 19147 
57-21 Field Office Log Sheet MAY 199. 
60-7 Document Log Sheet APR 1947 
70-2 Incoming Log APR 19h9 
70-5 Outgoing Log 7 FEB 1947 
70-8 Cable Log - Secret and below. MAY 19h9. 
[0-9 Cable Log - Top Secret FEB 1947 
76-27 Map Request Record FEB 19,8 
70-0 Job and Time Log -. JUN 1948 
Mail, Courier and Messenger 
27 ‘No Title - Check Mailing Slip APR 19:7 
3-13 Fostage Stamp Disposition Record and Sum- 
—_ mary Report oct 1°k9 
35-10 Envelope and Message Receipt MAR 1947 
35-11 Postage Slip DEC 1948 
35-16 Courier's Classified Mail Receipt JUL 1949 
35-27 Special Mail Preference Slip APR 1947 -. 
Medical 
37-7. Treatment Record Card . NOV 1946: 
37-26 Daily Report of’ Emergency Treatments and : 
Physical Examinations - SEP 19h9- 
37-27 | Monthly Report of Emergency miedtioute and : 
. Physical Examinations JAN 197 
37-32 Report of Fhysical Quali Piontiens for Duty ‘DEC 1948 
37-7 Record of Individual Hypodermie Injections JUL 19h8. 
37-8 Case Record JUL 1948 
: 37-52 Physio-Therapy Record oct 1948 
37-56 Health Record Nov 19448. 
37-564 Health Record - Continuation Form Nov 198 
37-66 Motion Sickness JUL 1949 
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FUNCTIONAL LISTING OF APPROVED CTA FORMS 


CURRENT 
FORM NO, TITLE EDITION DATE 
Obligations 
a xe 
3219 Memorandum Record of Obligations 5 . ' JUL 19h9 
ShmQ Miscellaneous Obligation Record JUN 199 
34-12. Report of Obligations and Expenditures by 
Object Classes — NOV 19,8, 
ah 12A Report of Obligations and Expencitures by oe 
| Object Classes - Work Sheet AUG 1948. 
3h= Uy Report of Estimated Obligations _ AUG 19h9. 
34-15 Record of Obligations and/or Payments | | _ JUN 19h9, | 
3U-3l,. Record of Unliquidated Obligations MAR 19h9 | 
Orders 
33~27 Travel Order JUL 199 - 
23m28: Domestic Travel Order a MAR 19h)9 
H Shel Travel Order a “43 MAR 19h9. 
| Su-ha Travel Order - Tissue = - RAR 1949 
i 36-1 | Purchase Order é 4 MAR 199. 
36~36 Order Ticket SRO TAN Ole 
36-58 Job Order DEC 194.7 
36-65 Telephone Service Order ti - APR 1948 
36-77 Work Ticket wees TT: ILE. 
36-79 | ‘Supply and Work Order yo y a 2 oCcT 1918 
36-8, Work Order - Graphics a8 - . FEB 199 
Passes, Pass and Admission Records 
re ae CONES: 7 
38r). = Admission Card | ; - MAY 197 
38-5 Forgotten Badge Record .. es a JAN 19L7 - 
38-11 Visitorts Register Log JAN 19047 
38-19 Visitor Admittance Form JAN 1948. | 
38-20 Identification Badge Record | SEP 197 - 
38~26° Limited Pass Receipt os "DEC 19h7 
38=31 Tabulation of Visitor Traffic boots " NOV 19h8- 
3811. “Photograph Identification _.. 2. JUL 1948 
38-1,3 Admittance. Sheet for. Telephone Company Se 
_ Employees . pV - SEP 1948 
386° Limited Pass Record = » 2, JAN lohy 
38-63. Visitor .Exit: Pass - Blue BOE dee day aie 1949 
8-63. Visitor Exit Pass - Buff me . 1 AUG lglg . 


38-63 Visitor Exit Pass ~ Pink -. oo. AUG 1949. 


-10= 
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FUNCTIONAL LISTING OF APPROVED ‘CIA FORMS 


CURRENT 
FORM NO. TITLE EDITION DATE 
Pay Roll and Time Records 
32-3 Request for Approval of Overtime oc? 19h9 
34—22 | Application for Payment of Allowances oct 1948 
33-23 . Pay R 11 Journal ~ yov i948 
33-2). . . Employes Earnings Record — nov i9k8. 
33-29 Pay Roll Change Notice MAR 19449 
33-103 authority to Make Salary Deductions oct 1948 _ 
34-6 Pay Roll List NOV 1948 | 
34-2, No Title - Request to outside agency for 
information concerning last payment to 
employee transferring to CIA. oct 1947. - 
34-26  Barnings Record Card - Record of Native Pay AUG 1947 , 
3h--30 Final Payment Clearance Sheet. FEB 19419 
34-31 Pay Roll Index Card DEC 19448 
3h-32 Application for Allowances DEC 1948 
3-33 Schedule of Allowances DEC 1948 
36-57. Daily Time Sheet DEC 19,7. 
Production | 
37-68 ~ Weekly Work Report | AUG 1913 
56-35) Daily Production APR 19:7 © 
60-62  . Document Index Control Sheet . FEB 1949 
70-21. ° Map Reproduction Time Record FEB 1948 
70-25 ~ ‘Drafting Assignment FEB 1948 
Purchase 
36-1 Purchase Order " MAR 19h9 
56-28 . Tabulation of Bids MAY 1948 
36-36 Order Ticket JAN 19h7 
36~101 Invitation to Bid JUN 1948 
Receipts and Receiving 
20-1 — Receipt FEB 1948 
33-14. Réceipt . . FEB 19k7 
55-3 _ Consolidated Receipt - FEB 19449 
35-10 Envelope and Message Receipt MAR 19:7 
35-16 Courier's Classified Mail Receipt . — JUL 199° 
35-20 Consolidated Intelligence Receipt oct 1947 
" 35-47 Communications Pouch Receipt NOV 1947 
36-66 Memorandum Receipt MAR 1949 
| 
-ll- 
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FUNCTIONAL LISTING OF APPROVED CTA FORMS 


CURIENT 
FORM NO. TITLE EDITION DATE 
Receipts and Receiving (cont) 
36-67 Receiving Report: APR 19,8 
38-16 Document Receipt APR 1948 ~ 
‘ 38-164, Document Receipt - Transmittel DEC 1948 
38~26 Limited Pass keceipt DEC 1947 
51-54, Transfer Report DEG 1917 
60-65 Graphic Materials Record | JUL 199 
70+18 Library Record Slip FEB 198 
70-29 Transmittal Record . _ - FEB 1948 
Reccuitment 
37~8 Recruitment Request — JUN 19L9 
37-61 Personnel Recruitment Status MAY 199° 
Reference Index 
2510 Report Record DEC 19h7 
29~11 Miscellaneous Document Record DEC 1917 
29-20 Sereen Record = Netional Archives FEB 1948 
30-10 Issuance Cross Reference Card MAR 19448 
| 34-31 Pay Roll Index Card DEC 19,8 
45-30 Abstract Tabulation Card . AFR 19h7 
35-304 Abstract Tabulation Card SEP 19117 
35~30B Abstract Tabulation Card SEP 194.7 
35~30¢ Abstract Tabulation Card APR 1917 
35-30D Abstract Tabulation Card APR 19h7 
36-81 Stock Locator Record DEC 1948 
60-69 . Abbreviation Card oct 19h9 
| 70-16 Cross Reference Sheet } SEP 1917 
70-18 Library Record Slip FEB 1948 | 
Reports and Statements 
29=16 Scientific Report DEC 19,7 - 
3@-2 - Monthly Forms Report SEP 19446 
32-18 — Comparative Financial Statement _ JUN 199 
3-3. Administrative Audit Difference Statement MAR 19h9 
3h29 Reconciliation Statement JAW 1948 
45~39 Daily Report JUN 1948 
36-40 Moving Information Report FEB 1947 
47-33. ‘No Title - Commander's and Medical Officer's 
Report ? JAN 19,7 
| -12- 
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FUNCTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT * 
FORM NO. TITLE EDITION DATE 
Reports and Statements (cont) 
37-)1 Personnel Status Report JAN 19119 
47-1 Unvouchered Personnel Status Report JUL 19h9 
37-67 ‘Daily Security. Report JUL 199 
37~70 Report of Qualifications '_ _ SEP 1949 
38-22 Security Violation Report . : AUG 199 
38-he Daily Report | JUL 199° 
51-53 — Status and Efficiency Report — ' DEC 1917 
51~81 Covert IAC Personnel Status Revort act 19h9 
56-32 Report on Daily Typist Operations , MAR :19L:7 
fhequirements 
32~15 Summary, of Budget Estimates Fiscal Year JUN 199 
32-16 Personal Services Estimates JUN 19g 
32~17 Non=Personal Services Estimates JUN 19]h)9 
57-18 Request for Requirements ' JAN 19h9 
59-3 OFC Budgetary Data | JUN 1949 
70-17 Follow-Up Requirements - so oct 19k9 
70-L74 Follow-Up Requirements ~- 00 /c "OCT 1gh9 
Requisitions and Requests 
ee OUR US: 
30-11 Request for Approval of Forms JUN 1949 
35-15 Request for Advance JUN 1949 — 
36~2. Reproduction Requisition : MAR 1949 
36-6 Report on Status of Requisition AUG 1919 
36-7 Requisition for Supplies, Equipment, or 
Service = | ° : _ SEP 19h9 
36-7A Requisition for Supplies, Equipment, or 
Service = Manifold = i . SEP 199 
26-58 | Job Order _ . of DEC 1947 
36-65 Telephone Service Order rs APR 1948 
36-79 Supply and Work Order eats s OcT 1948 
37-59 Request for Personnel Folder or Record Card FRB 19h9 
37~62 Request for Designation ae ye MAY 199 
38-2 Request for Credential > | JUL 1949 | 
58-9 | Document Request Card : . APR 199 . 
60-21 Request for Inter-Library Loan ee Sg _ MAR 19h9 
60-70 Request for Library Loan Service OCT 199 
70-19 Drafting Specifications - Top Secret 
(Cover Sheet) FEB 1918: - 
70=19A, Drafting Specifications - Continuation Sheet FEB 19/8 
70-20 | Type Order ac FEB 1948 
| ~150 
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36-77 Werk Ticket ; ee Mee JUE 1948 


CURRENT 
FORM NO. TITLE EDITION DATE 
Rosters and Strength Reports , 
7e-20 _ —- Supperting Schedule fer ©.F,G0 and S.F. 1213 AUG .1949 
37-71 _ ° Overt IAC Personnel Status keport . ocr 1949 
38-17 Personnel Status Report APR 10417 
57-23 Roster ef Interpreters : . _ May lol 
Kouting, Signature and Memo Sheets and Slizs 
15-1 Routing Slip , — DEC 1948 
30-1 Official Routing Slip SEF 197 
35-1 File and Routing Slip Jay 1chg 
35-2 Pile Slip - Stendard Register (Used for 
routing.) we a. AUG 1547 
35-10 hegistry houtinz Slip eee & JUL 1940 
| Ie gags) - a In Error 
35-55. Non-CI& Message Routing and Recard Sheet - — ae 
3 ' Loan Cepy 7 “a hae ed JUN lolig 
35-56 = Non=CTA Message kouting and Record Sheet - BG 
Ketain Copy “gun 1ghe 
46-6 Transmitial Slip ae SEP 196 
36-9 ss Of'Pice Yessage ho SRR IONE | 
36-70 Moving Tag Si —. . ‘JUN 1948 
37-9 ss Referral Sheet : oo gue 1ah9’ 
37-55 Referral Slip + oe "Nov 1948 
37-65 ° Personnel Action: Route Slip 199 
38-13 Signature Record and Cever Sheet ° APR 1948 
36-138 Signature Record and Comment Sheet =? JUN 19h9 
38-21 Security Branch SO Routing Sheet ca oct 19147 
38-3), Investigative Division Routing Slip © =u, 1949 
51-90 Routing and kKecord Sheet - Blue (Free - 
| Restricted - Confide,tial) APR 1ghg 
51-10 Routing and Kecord Sheet ~- Pink (Secret) APE -19L,9 
.51-17- Information =<. Cable Routing and Record Sheet JAN 1947 
| . gi-l6'" Confirmation - Cable Routing and Record Sheet JAN: 19:7 
| . 5l-19 Action - Cable Routing and Record Sheet JAN * 197 
51-23 Cable Routing and Record Sheet - Plain -- JAN 197 
55-5. ~~ Internal Routing and Record Slip = 00 © oct: 19h9 
Schedules 
36-60 Repair Schedule. 0 7 See Dic 19L:7 
36-61 Service Schedule ee ee DEG 1947 
t 
| 
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RESTRICTED 


FUNCTIONAL LISTING OF APPROVED CIA FORNS 


| CURRENT - 
’ FORM NO, TITLE EDITION DATE 
Schedules (cont) 
36-86 Weekly Working Schedule . » Sod MAY 199 
37-28 Immunization Schedule . JAN 1917 
T0~l,2 Project Guide Sheet JUN 199 
70-13 Cover Sheet = White - JUN I9h9 
70~1)3 Cover Sheet - Blue | JUN 19h9 
Status 
30-12 Request for Status of Forms JAN LOlg 
37-35 | ‘Verification of Status MAY 194.7 
37-1 Personuel Status Report Bey . JAN 19L9 
37-14 | Unvoucherea Personnel Status Report -— JUL 19h9 
37-61 Personnel Recruitment Status ee : MAY 199 
37-71 Overt IAC Personnel Status Report OCT 19:9 
38-17 Personal Status Report APR 1917 
51-36 Status Card mS : JUN 194.7 
51-81 Covert TAC Personnel Status Report OcT 19h9. 
Surveys,’ Studies, Investigations and Inspections 
en nee OS and Inspections 
32-14 - Budget Analyst Record . a | JAN 19,9. 
36-18 Survey Report = a i MAR 1gh9. 
36-18 Survey Report -so . JAN 19h8, 
37-36 Analysis of Efficiency Ratings : MAY 1947 
38-18 Analysis She-t?> 9° * | ao MAY 1947. 
38-2)B No Title ~"Name Check Oe, a - MAR 1949 
38-8 | Name Check ~ Priority - MAY 199. 
38-H8A Name Check ~ Non~Priority — re MAY lglg. 
: 38-61 ° Request for Applicant Name Check _ OCT 19h9.._ 
we 38-102) Report of Night Inspection oe . AUG 1949. 
38=103 Request’ for Investigation . a FEB 1949 _ 
38-10, No Title ~ Memorandum for transmitting os on 
oe results of covert name Check. (White) " —- map 199. 
38-10, ‘No Title « Memorandum for transmitting — ae sy 
results of covert name check, (Blue Tissue) MAR 19h9. 
60-48 - ° Machine Utilization i. a AUG 1948. 
Telecommunications 
35-l Classified Message = Ditto Master = = ge 19,8. 
35-5 _ Incoming Classifica Message - Restricted 
' (White) . 2 wa MAR 19,8 
35-5 Incoming Classified Message - Confidential 
(White) A APR 197 
wee as - noe 
RESTRICTED 


45-3 
Approved For Release 2001/08/02 : CIA-RDP81-00728R0001000200 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


FUNCTIONAL LISTING OF APPROVED CIA FORMS 


RESTRICTED 


CURRENT 


FORM NO. TITLE EDITION DATE 
Telecommunications (cont) 
35-5 Incoming Classified Message - Secret (White) aPR 197 
55-5 Incoming Classified Message ~ Top Secret 
(White) &PR 197 
55-5 Incoming Unclassified Message ~ Plain Text 
(Green) AUG 1948 
535-5 Incoming Classified Message ~ Restricted 
(Yollow) . MAR 19L8 
35-5 Incoming Classified Message - Confidential 
(Yellow) AUG 19,8 
55+5 Incoming Classified Message - Secret 
(Yellow) DEC 19447 
35-5 Incoming Classified Message - Top Secret . 
(Yellow) OcT 1947 
35-6 Outgoing Classified Message - Restricted 
(Pink) | MAR 198 
35-6 Outgoing Classified Message = Confidential 
(Pink) OcT 197 
35-6 Outgoing Classified Message = Secret 
(Pink) | DEC 19147 
35-6 Outgoing Classified Message - Top Secret 
| (Pink) JAN 19,8 
35-7 Outgoing Classified Message - White JUN 1948 
35-7 Outgoing Classified Message - Blue JUN 194.8 
35-15 No Title - Message Center Dummy Copy _ Drc 19k7 
35-36 Incoming Classified Message - Yellow JUN 1947 
35-36 Incoming Classified Message - White (Tissue) JUN 19:7 
35-37 Outgoing Classified Message - Pink JUN 19:7 
35 ~37 Outgoing Classified Message - Pink (Tissue) JUN 19h:7 
35-38 Outgoing Classified Message - Blue JUN 194.7 
35-39 Daily Report JUN 19)8 
35-8 No Title - Message Center Dummy Copy (Blue) DEC 1948 
35-9 Signal Center Copy = Incoming Message (Green) Mar 191.8 
| 35-50 Classified Message ~ Temporary Copy APR 1948 
26-65 Telephone Service Order APR 1918 
51-68 Daily Record of Outgoing Messages JUL 1948 
51-69 Summary Sheet AUG 19,8 
51-70 Traffic Summary AuG 198 
STATINTL 56-18 Teletype Number Shect MAR 19h7 
56-19 Teletype Number Sheet - I ».: 19417 
: 56-21 ‘Four Hour Traffic Check Mak 19:7 
| 56-22 Headings for MAR 1917 
SSTATINTL 56-26 Cruising Report -- White OCT 199. 


~16- 
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RESTRICTED 


FULICTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM HO. TITLE EDITION DATE 
Telecommnications (cont) 
56~264 Cruising Report - Green OCT 1949 
56-268 Cruising Report - Yellow OCT 1949 
56-260 Cruising Report - Blue . OCT 1949 
56~26D Cruising Report ~ Salmon OCT 1949 
56-268 Cruising Report - Buff OCT 1949 
56~35 Daily Production 4PR 1947 
06-44 © Moscow Conmentaries for ; Year JUN 1947 
56-49 Line Schedules - White AUG 1947 
56-49 Line Schedules - Salmon AUG 1947 
56-49 Line Schedules - Buff , AUG 1947 
56-55 Number Seats for "B" tire OCT 1947 
56-56 Monitoring Schedule NOV 1947 
56-57 Headings for Cables NOV 1947 
25X1A 56-58 Headings for Cables NOV 1947 
56~59 Headings ior Cables NOV 1947 — 
56-60 Headings for Cables NOV 1947 
56-61 Kumber Sheet for "B" Wire - Able and Baker _ 
Circuits No. 201 to 400 DEC 1947 
56~66 Reception Log AUG 1948 
56-68 Set-Up Log ~ White JUL 1949 
56-68 Set-Up Log ~ Green JUL 1949 
56-68 Set-Up Log - Blue “JUL 1949 | 
56~68 Set-Up Log - Salmon "sc - ‘4 JUL 1949 |. 
56-68 Set-Up Log - Buff = , JUL 1949: 
56-69. Equipment Failure Report es. JUL 1949 
56+70 Station Log JUL 1949 
56-71 Monitoring Report | JUL 1949 , 
56-72 Hnginear's Watch Report JUL 1949 
Training 
51-1 Trainin> Request Form JAN 1948 
51-16 Training Evaluation JAN 1947 
51-16. Training Evaluation = Tissue JAN 1947 
51-71 Trainee Battery Form NOV 1948 | 
51-72 Battery Ratings DEC. 1948 
51-75 Training Record FEB 1949 
| Transfers 
| . 
| Bo-3 . Personnel Transfer and diverende Sheet SEP 1946 
36=24. Property Turn-In and Transfer etaP JUN 1948 
37-110 Personnel Transfer Lotter . EB 1949 
60-52 Records Transfer Request SEP 1948 


| ST yey 
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FORM HO, 


RESTRICTED 
FUNCTIONAL LISTIvG OF APPROVED CTIA FORMS 


TITLE 


Trensmittals 


33-101 
53~102 
84-101 


36-38 
387~109 
51-106 
60-46 
70-29 
70-38 


No Title - Check Transmittal Memorandum 
No Title ~ Memorandum . 
No Title - Memorandum Requesting Additional 


Information and/or Corrections in Connection 


with Travel Voucher 
No Title = Reference to Parking Permit 
Persomiel Action Transmittal Memorandum 
No Title - Transmittal Memorandum 
Trensmittal Sheet 
Transmittal Record 
Transmittal List 


Travel, Transportation and: Shipping 
nn IE ONL pping 


35-27 
35=28 
Oh 2 
b4~4, 
SEA), 
O4—5 
54-16 


54-17 
54—19 
34-20 
36 = 4 
56=5 


56-11 
36=27 


56-72 
56-85 
36=85 
37-60 
58-49 


08~50 
51-78 
51-103 
70-48 


Travel Ordor 

Domestic Travel Order 

Travel Expense Record 

fravel Order 

Travel Order - Tissue 

Roquest for Travel Order 

No Title ~ cI¢ Memorandum Copy for Travel 
Request, S..F..1030 

Travel Order Amendment 

Identification Card Record 


’ Transportation Request Receipt 


Request for Overseas Shipment of Cargo 

Request for Pick-Up and Delivery Preparatory 
for Overseas Shipment 

Final Instructions for Overseas Travel 

Request for Movement of Family ond Housohold 
Effects 

Domestic Shipping Register 

Shipping Document 

Shipping Document - Back 

Foreign Travel Request 

Transportation of ousehold and Personal 
Effects and Automobiles 

Travel History 

Geographical Cargo Reference Card 

Requost for Shipping Instructions 

Shipping Record 
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CURRENT 
EDITION DATE 


JUN 
Duc 
OCT 
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1949 
1949 


11946 


1947 
1947 


1948 
1948 
1949 


1949 
1949 
1949 
1949 
1949 


T 1948 


1946 
1946 


1 1947 


1949 
1946 


1946 
1946 


1946 
1948 
1949 
1949 
1949 


1949 
1949 
1949 
1947 
1949 
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IT ‘CTIONAL LISTING OF APPROVED CIA FORMS 


CURRENT 
FORM NO, TITLE EDITION DATE 
Vouchars 
32~11 Journal Voucher for Allotment of Funds for 
Personal Services DEC 1947 
b5=5 Voucher for Payment of Individual Pay Roll 
and/or Cost of Living Allowances MAY 1948 
50-10 Special Funds Voucher OCT 1947 
33-12 Travel Voucher JUN 1949 
og—17 Reimbursement Voucher for Purchase and 
Services Othor Than Personal JUL 1949 
: 5A—] Record of Voucher (For Per Diem Accounts) SEP 1946 
| B4—11 Analysis of Voucher MAR 1947 
d 
| . Work Sheets, Charts and Graphs 
 B2md. Chart (Fiscal Year ) JAN 1948 
; 52-13 Personnel Requirements vfork Shest JUN 1949 
56=54 Space Survey York Shext - SP 1947 
56-62 Cargo iWork Sheot DEC 1947 
O77 ~34 Medical Statistics Work Sheet FaB 1947 
6145 Location Cnart SEP 1947 
: 51-66 Chart (Fiscal Yoar 194) MAY 1948 
| 51-80 | Assessment Cases and Problems SEP 1949 
: 55-7 | ‘Mileage Work Sheot FEB 1948 
56~28 The Duily Report - Master Contents Sheet MAR 1947 
| : .§8=8 * Editorial Press Work Shest APR 1949 
60-18 Contact Register jnalysis Report JUL 1948 
60=53 Caption Report SEP 1948 
60-55 Graphic ieterials Analysis Sheet - Film APR 1949 
15-1 Record of Infectious Diseases in Foreign 
(Test) Countries JUL 1949 
| 
{ 
| ! -19- 
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FORM NO, 


SF1 
SF2 
SFL, 
SF1l: 
SF19 
SFe23 
: SF25 


’ §F25a 


_ SF26, 
SF27 
| §F28 | 


 §F32 


SF33 
SF36 
SF49 
SFLO 
SF50 
SPF51 
SF52 


SPST. 
. SPOR _ 


SF60 
SF61 
SF66 
SF68 
SF71 
SF75 
SF75a 


sere 
SP103., 
SP105 


SF113.,. . 
SPll3a 
SF1012 
SP1012a.. 


SF1O12b 
SF1012c 


‘ grloled | 


KESTRICTED 
STANDARD. FORMS STOCKED IN CIA 
TITLE 


Frinting and Binding Requisition 

Lease 

Telegram (7"x8") 

Telegram (8''x103") 

Bond of Indemnity 

Contract =. Construction 

Perfornance Bond. 

Payment Bond 

Driver's Report - Accident 
Investigation Officer's Report - Accident 
Claim for Damages ~ Accident, Motor Transportation 
Contract ~ Supplies 

Invitation, Bid and Acceptance 


_ Continuation Sheet for SF31 or SF33 


Request for Certification 
Contract for Telephone Service 
Changes in Civilian Personnel 
Report of Efficiency Rating 
List of Efficiency Ratings 


Application for Federal Employment _ 


Continuation Sheet for SF57 

Application for Federal Employment (Short Form) 

Oath of Office, Affidavit bo 

Inquiry Regarding Status, Veteran Preference, and/or Service 

Notioe of Official ca eee : 

Application. for. Leave © 

Position Description 

Guide to Position Classifiers, Employers, Supervisors for the 
. Preparation of Position Descriptions | 

Certificate of .Medicai Examination — 

Application, for. Service Credit . 


Obligations, Benefits and Privileges of Nonbe¥'ship in thé ‘United 


States Civil Service Retirement System, . 
Monthly. Report .of Federal. Civilian Emp Loyment, 


‘Quarterly Report of Federal Civilian. Employment 
.Vaucher for Per Diem and/or Reimbursement of Expenses Incident 


to Official Travel 
Voucher for Per Diem and/or Réinbursément of Expenses. Incident 
to Official Travel - Memorandum |. 

Schedule of Exvenses, and. Itinerary of Traveler : 
Voucher for Per Diem and/or Reimbursement of Expenses Incident 
ito Official Travel ~ Continuation. Sheet eS) 

Receipt for Cash - Subvoucher ., 


ole 
pe RUSTRICTED 
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RISTRICTED 
STANDARD FORMS STOCKED IN CIA 


FORM NO.,. TITLE 


SF1l015a Allotment Ledger 
SF1O15b = Allotment Ledger - Copy 
SF1016 Distribution Ledger 


| SF10ljn, General Ledger 
f 
| 
| SFLOL7g Journal Voucher 


SF103), Public Voucher for Purchases and Services Other Than Personal 
7 S¥103la Public Voucher for Purchases and Services Other Than Personal - 
Memorandum 
1 SF1045 Public Voucher for Purchases and Services Other Than Personal - 


Continuation Sheet. 
SF1055a Public Voucher for Purchases and Services Other Than Personal - 
| Continuation Sheut 
SF1026 Statement and Certificate of Award 
, SF1038 Application for Advance of Funds for Travel Expenses 
“f SFlO4 Schedule of Collections oo, | 
SF1046 Schedule of Transfers = Special Deposits 
" SF1048 Public Voucher for Refunds - Memorandum 
SF1lokg9 Public Voucher for Refunds 
SF1050 Public Voucher for Refunds - Memorandum 
SF1055 Application for Payment of Amounts Due Deceased or Incompetent 
Civilian Emplovees, Officers and Enlisted. Men in the Military 
Service, and Public Creditors of the United States 
| SF1062 Government Bill of Lading - Extra Sheet 
| SF1067 Public Voucher for Transportation of Passengers 
SF1067a Public Voucher for Transportation of Passengers 
SF1067b Public Voucher for Transportation 6f Passengers 
SF1067¢ Public Voucher for Transportation. of Passengers 
SF1069 Voucher for. Allowances at Foreign Posts of Duty 
: SF1069a Voucher for Allowances at Foreign Posts of Duty ~ Memorandum 
SF1070 Schedule for Retirement and Disability Fund Credits 
SF1080 Voucher for Transfers botween Appropriations and/or Funds 
SF1080a Voucher for Transfers between Appropriations and/or Funds ~ 
Memorandum (Disbursement) 
SF1080b Voucher for Transfers between Appropriations and/or Funds - 
| Blue (Collection) | . 
SF1080c Voucher for Transfers between Appropriations and/or Funds ~ 
Green (Collection) ; 
SF1095 Summary Statement of Disbursement and Collections by Apprepri- 
ation Limitations 
SF1096 Schedule of Voucher Deductions 
=. SF1097 Adjustment Voucher to Effeot Correction of Errors 
{ SF1097a Adjustment Voucher to Effect Correction of Errors - Memorandum 
1 SF1Q98 Schedule of Canceled Checks 


ei 
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STANDARD FORMS STOCKED IN CIA 


FORM NO. 


§F1103 U. Se Government 


TIT Ls 


Bill of Lading - Original 


SF11030 .. U. Se Government Bill of Lading - Memorandum 
SF110L, U. S$. Government Bill of Lading - Shipping Order 
SP1105 U.e Se Government Freight Waybill - Original 
SF1106 U. S$. Govermment Freight Waybill - Carrier's Copy 


SF1108 Certificate in Liou of Lost U. &. Governmen 


Original 


SF1108a Certificate in Lieu of Lost U. 


Memorandum 


SF1113 Public Voucher for Transportation Charges 


SPll13a Public Voucher for Transportation 


SP1116 Statement of General Accounts Balances 


SFLLL7 Schedule of Balances Showing § 
SF1118 Statement of Apportionments an 


Appropriations 


SF1128 Pay Roll for Personal Services 

SF1128a Pay Roll for Personal Services - Memorandum 
SF1129 Voucher for Petty Purchases 

SF1129a Voucher for Petty Purchases - Memorandum 
SF1129b Voucher for Petty Purchases - Continuation Sheet 


SF1129¢ Voucher for Petty Purchases - Continuation She 


SF1130 Time and Attendance Report 


SP1147 Leave Record 
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+ Bill of Iading - 


S. Government Bill of lading - 
Charges ~ Memorandum 


tatus of Appropriations 
d Allotment Accounts by 


et (Memorandum) 
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CIVIL SERVICE FORNS STOCKED Til CIA 


FORM NO. TITLE 

C812 Proof of Residence 

CS1769 Affidavit as to Mombers of Family in Government Sorvico 
CS2803 Individual Retiroment Record 

CS2806~1 Designation, Change or Revocation of Boneficiary 
CS2806-3 Notice of Correction of Individual Retirement Record 
CS2807 Rogister of Separations and Transfor 


CS2807-1 Register of Adjustments 
CS2807=2 Avnual Summary of Retirement Fund Transactions 


CS3000 Retirement Death Claim 

CS3001 Application for Retirement Annuity 

CS3002 Application for Retirement on Acnount of Disability 
CS3005 Application for Refund of Retiroment Deductions 


MISCELLANEOUS FORIS STOCKED IN CTIA 


Treasury Department Forms 
eee ee ee 


Wd, mmployea's Withholding Exemption Certificate 

1737 Bond Issuance Schedule - United States Savings Bonds ~ 
Series § 

1737a Bond Issuance Schedule - United States War Savings 
Bonds - Serios & 

6569 Power of Attorney by Individual for the Collection of 


Checks Drawn on the Treasurer of the United States 
Departront of the Army Forms 
Fae Ae teal 


AGO-WD17 Requisition for Publications and Blank Forns 


WD43 Individual Earnings Record 

7144 Pay Roll for Personal Services (Civilian Employees) 

TWh44a Pay Roll for Personal Services - Continuation Sheet 

WD44b Pay Roll for Personal Services - Memorandum 

WD44ce Pay Roll for Personal Services ~ Memorandun = Continuation Sheat 
TID58 Pay Roll Change Slip 

WID6O0 Pay Roll Certification Control 

YID61 Individual Barnings Records Summary Control 

WD62 War Savings Bonds Control 


Federal Works Agency Forus — . 
rn enrenmmnmmne ree Z 


at 


10-292 Request for Work to be Performed 
BN68 Property Pass 


Government Printing Office Forus 
nt tenet hee HS 


R2290 G@rder for Standard Forms or Supplies 
RiSTRICTED 
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oe 


” GENTRAL INTELLIGENCE AGENCY 
Washington, D. Co 


voy 


ADMINISTRATIVE ‘INS —_ 
NO, ! La 
ine i om 


[@sanvary 1950 


=“. 


a" 


SUBJECT: Forms Control-end Standardization 
he \, . 


Me, aoa 
eens see 


1. There is furnished h ndment No. 1 to the Appendix 
of Administrative Instruction dated 14 Decumber 1949, 
2. This Amendment eentains changes, deletions and additions to 


the functional list of approved CIA forms covering the period 1 Novem 
ber through 31 December 1949. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Captain, USN 
Executive 
DISTRIBUTION: A. 
RESTRIGTED 
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| 25X1A 
Amendnont No. 1 to Appendix of Administrative Instruction ne 


Page No. 1 


Acuounting, Accounts and Audits 


Insert ahead of 33=16: 


28—101 No Title ~ Letter No. 1 N6V 1949 

28=102 No Title = Letter No, 2 NOV 1949 

28~103 No Title ~ Letter No. 3 NOV 1949 

Insert after 33-18: | 

33=26 Capital Transfers Affecting Washington DEG 1949 ~ 

33032 Cash Journal — NOV 1949 as 

33—34, Inter Forelen Office Capital Transfers—- DEC 149s 
Yellow a 

33—34, inter Foreign Office Capital Transfers- DEC 1949 
Pink 

3332, Inter Foreign Office Capital TransPers~ DES 1949 
Green 


Insert after 34—104: 
36=63 Monetary Value Record NOV 1949 
Action 
Change edition dates of 37=1 and 37=3 to NOV 1949, 
Aljlotme d i 
Change edition dates of 59=5 to NOV 1949. 


Page No, 2 
Applicants, Applica ic 
Insert after 3'7=5%: 
37=73 Daily Log of Personnel Actions DEC 1949 
(an “Malifications Review DEC 1949 
37075 Entrance on Duty Record : DEC 1949 
37=112 letter of Availability DEC 1949 


‘Tarthdngedition date of 381A to DEC 19/9, 
Insert after 51-24: 


51-82 Trait Angtysis : NOV 1949 
51-83 Assessment Request NOV 1949 
: 51m84, Eva:lWation Sheet Nov 1949 
a oe 
| RESTRICTED 
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Page No. 2.(cont) P 

Charpe-Out and Filfne ‘@vgv < ages 

Change edition date of 35=28 to NOV 1949, 
Page No. 3 

Goding 


Change edition date of 60-47 to NOV 1949. 
Change ddition date of 60-66 to NOV 1949. 


‘Page No. 4 
Control and FollowelUps 
Delete 30-5, 
Insert after 32=12 = Blue: 


32~12 Position Control = Yello JUL 1949 
Change edition date of 36-15 to Nov 1949, 
Insert after 36-89: 


36=90 Monthly Absts«et of Issues of G i 
. Gasoline Nov 1! 
Of1 and Operating Supplies : oe 


Change edition date of 37~15 = White to DEC 1949. 
Page No, 5 | 


\@ 


ae 


me cont) \ 


eae 
i ‘Ne! 


59eI, No Title ~ OF Project Control DEG 1949 
Change edition date of 60-65 to NOV 1949. 
Insert after 60-68: 

70-1). Portable Map Catalog Card NOY 1949 
Change edition date of 7042 to NOW 1949. | 
Change edition date of 70-47 to DEC ‘949. 


Page No. 6 


Change edition date of 3746 to NOV 1949, 
wees , 
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Page No. 6 (cont) 


File Slips 
Change edition date of 38-62 to DEC 1949, 
Page No, 7 


Change edition date of 51-44 to NOV 1949. 
Change edition date of 5le/A+1 to NOV 1949. 
Change edition date of 5&7 to NOV 1949. 
Page Ho, 8 

Tnstructi 

Insert after 23=5: 


30-15 Project Assignment Sheet 
Inventories 
Insert after 36=83: 
36—91 Inventory Count Slip 
dogs and Registers 
Change edition dates of 35-19 and 35=42 to Nov 19496 
Page No. 9 | 
Logs and Registers 


Change editiom'date of 51-52 to DEC 1949. 


Mail, Courier and Messenrer 


Change 3510 to read as follows: 


35=16 Envelope Receipt 
Medicgl 
Change 37=27 to read as follows: 
37 a27 Monthly Report of Treatments 
C(t “3h 
RESTRICTED 


DEC 1949 


NOV 1949 


NOV 1949 


NOV 1949 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


RES TRICGIED 
Page No. 9 (cont) 
Medical (epnt) 
Insert after 37=56A: 
B7—57 Physical Qualification Record 
Insert after 37-66: 


3772 Request for Medical Fxamination and/or 
Inmmmization 
Page No. 10 
Orders 


Change edition date of 33=28 to DEC 1949. 
Page No. 11 


Pay Ro d Time Record 
| Change 36=57 to read as follows: 


36-57 Driver's Daily Time Sheet 


Production 
Insert ahead of 37-68: 


30—14 Management Improvement Project Report 
(TEST) ; 
Receipts and Recelving 


Change edition date of 35<3 to DEC 1949. 
Change 35=10 to read as follows: 


35—10 Envelope Receipt 
Page No, 12 | 
Receipts and Receiving 
Insert after 36-67: 
36<93 Delivery Ticket and Receipt 


Change edition date of 60-65 to NOV 1949. 
R&R ts] ex 


Delete 29=20, 
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NOV 1949 


NOV 1949 


NOV 1949 | 


NOV 1949 


NOV 1949 
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RES TRITCG TED 


Page No. 13 
Requirements 
Change: edition date of 70-47 to DEC 1949¢. . 
Insert aftor 70—47A: 
W0eL9 Intelligence Information Requirements 
Page No. 14 
Routing, Signature and Memo Sheets and Slips 
Delete 151 
Change edition date of 37-9 to DEC 1949. 
Insert after 51=23: 
51885 Research Materials Routing Slip 
Change 55=5 to read as follows: 
555 ‘Internal. Routing Slip = 00 
Page No. 15 
Status 
Change edition date of 37=35 to DEC 1949. 
Surveys, Studies, Investiegtions and Inspections 
Insert after 32—eLh2 
35=67 Shop Inspection Report 
Change edition date of 36018 NOwsSO, to NOV 1949. 
Change. edition date of 338-2/B to DEC 1949. 
Change addition date of 38=48 to NOV 1949, 
Change edition date of 3&=48A to NOV 1949. 
Page No. 16 a . 


lec 


NOV 1949 


DEC 1949 


DEC 1949 


DEC 1949 


Change edition date of 35036, White (Mssue), to NOV 1949, 


Insert after 
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RESTRICTED 


Page Not 16 (cont) 


Telecommmications (cont) 
Insert efter 35—50: 


35=60 Message Form ~ White NOV 1949 
35=_60 Message Form = Blue NOV 1949 
35-60 Message Form = Yelllow NOV 2949 
35=61 Incoming Cable = Pink NOV 1949 
35m62 Outgoing Cable = White NOV 1949 
35—63 Incoming Message = Green ' NOV 1949 
35=64 Outgoing Message - Blue NOV 1949 
35—65 Incoming Message ~ White Nov 1949 
35-66 Outgoing Message ~ Yellow NOV 1949 


Insert after 36865: 


36=109 No Title — Request for Telephone State- DSC 1949 
ment Certification 


Page No, 17 
Telepommmications |. | 
Change 56=55 by deleting "Seats" and substituting "Sheets", 
Zredning 
Ghange edition date of 5l=1 to DEC 1949. 
Change edition date of 51-16 to NOV 1949, 
Change edition date of 51-16 = Tissue to NOV 1949. 


transfers 
Insert after 33=3: 


33626 Capital Transfers Effecting Washington DEC 1949 
Page No. 18 
iransnittels 
Insert ahead of 33101: 


33=33 No Title = Pay Roll Check Mailing Slip NOV 1949 


Change edition date of 33=28 to DEC 1949. 


RESTRICTED 
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RESTRICTED 
Page No. 19 
Vouchers 
Change 33810 to read as follows: 
B3mL0 Confidential Fumds Posting Voucher x 


Insert after 33017: \ 
\ 
} 


33—31, Slash as Voucher = Confidential / 
i 


York Sheets, Charts on Graphs 


Insert after 36062: 
36=92 Transportation Work Sheet 
Insert after 60-55: 


60—73 Graphics Register Analysis S 
Personalities vee 
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STATINTL 


‘ja i ~- 27 May 1918 


CENTRAL INTELLIGENCE AGENCY ‘ 
Washington, D. C. : 


STATINTL (\ LY 

ADMINISTRATIVE INSTRUCTION | x § 
NO. is] \ 
SUBJECT: CIA Forms, 


STATINTL Rescinds Administrative Instruction ae... 3 October 197 


l» Requests for new and revised forms should be submitted to the Execu= 
tive for Administration and Management on Form No. 30-11, "Request for Ap= 
proval of Forms" (see attachment), together with draft of proposed form and 
"Reproduction Requisition," Form No. 36=2, "Requests for Supplies, Eauluuent 
or Services," Form No. 36-7, will be used in lieu of Form No. 36-2 when pro- 
curement is to be made from outside sources. 

2. Assistant Directors and Staff Chiefs are responsible for insuring ap- 
propriate coordination prior to subriission of proposed forms for final action. 
This coordination should provide for maximum utilization and standardization 
fa intra-office or intra~agency use, including elimination of unnecessary 
or essentially daplica sy temmat 

3 The Management Branch, A&M, will provide procedural and format as= 
sistance in development and utilization of proposed forms» 

lh. Requests for forms stocked by Services Branch, Aaa, )will be submit= 
ted directly to the Supply Division, Services Branch, ‘on era No. 36-76 

5. All offices which maintain an exclusive inventory of forms will sub- 
mit Form No. 36-2 or No. 36=7, as appropriate, to the Management Branch, A&M, 

‘when reordering such forms. 
. 6. Tyo finished copine of all new or revised forms will be forwarded 


to the Management Branch by: 


aan 
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a Reproduction Division, Services Branch - when forms are repro- 
duced within CIA. 

be Supply Division, Services Branch = when forms are obtained from 
outside sources for central stocking within CIA. — 

ce Using Offices = when Forms are ordered from outside sources and 
stocked only within the using office. 


FOR THE BCI: 


LTS 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D, C, 


ADMINISTRATIVE: INSTRUCT 
NO, 


SUBJECT: Forms Control and Standardization 


1. There is furnished here 


of fidministrative Instruction No 


ith Amendment No, 1 to the Appendix : 
— dated 14 December 1949. 25X1A 


2. This Amendment contains changes, deletions and additions to 
the function] List of approved CIA forms covering the period 1 Novem~ 
ber through 31 December 1949, 

POR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


; . 
Executive 
DISTRIBUTION: A, 
: 4 
| i 
i : é 
i : aw 
; RESTRISBTED i 
H RS 
t i 
; & 
a 
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i 2) RES PER TG. TD. 


Amendment No, 1 to Appendix of Administrative Instruction 


. Page Noo 2 | ee 


Accounting, Accounts and Audits 


25X1A 


reer eosin 


Insert ahead of 33-16: 


28—101 No Title - Letter No, 1 HOV 1949 
2a—102 No Title - Letter No, 2 NOV 1949 
28-103 No Title ~ Lettor No, 3 NOV 1949 
Tnsort after 33-18: ie 
33—26 Capital Transfers Affecting Washington DEC 1949 
33-32 Cash Journal . NOV 1949 
33634, Inter Foreign Office Capital Transfers= DEC 1949 
Yollow ; 
33-34 Inter Foreign Office Capital Transfers~ DEC 1949 
Pink BP Ace 38 
33-34. Inter Foreign Office Capital Transfers- DEC 1949 
Green oy 
Insert after 34-104: " 
| 36-63 Monetary Value Record | NOV 1949 
| Action . | 
Change edition dates of 37-1 and 37-3 to NOV 1949. 


Allotments and Allocations 


preiatiartn averten on tan G8 


Change edition dates of 59-5 to NOV 1949. 
Page No, 2 


Applicants, Applications, ‘Appointments, Pérsonnel and Personal Data 


Insert after 37-58: 


\ 
, 37~73 Daily Log of Personnel Actions ~ DEC 1949 
37-74, .. Qualifications Review _. . DEC 1949 
(TEST) a | 
: 37~75 Entrance on Duty Record. ._ ees DEC 1949 
37-112 Letter of Availability ~~ DEC 1949 
Change edition date of 381A to DEC 1949. 
: Insert after 51-24: 
51-82 Trait Anaiysis ce NOW 1949 
-, 51-83  . .Assossment Request .- |. : NOV 1949 
romance H1eSh-- «+ Evaluation Sheet | : - NOV 1949 


21, Slee ) 
R Resp R’ Tr on AiR Deen re 
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RESTRICTED 


Page Ho, 2 2 (cont) 

Charizo-Out and ‘pile Dovicos. 

Change edition date of 35-28 to NOV-1949,- 
Page No, 3 

Coding | 


Change edition date of 60-47:t0 NOV 1949. 
Change ddition date of 60-66 to NOV 1949, 


Page No, 4. . 
Control and Follow-Ups 
Delote 30-5. 
Insert after 32-12 ~ Blue: . 
32-12 | Position Control. = Yellow UL 1949 
Change edition date of 36-15 to NOV 1949. | | 
Insert ese 36-89: 


36-90 Monthly Abstract of Issues of Gasoline, NOV 1949 
Oil and Operating Supplics . : 


Change edition ‘date of 37-15 - White to oe peed 
Page No, 5 


Gon ad Tallow-Ups (cont) 


‘Gninge Sai tied dite, of “60065 to NOV 1949. 
Insert after 60-68: sae, be, a 
10-11 Portable Map Catalog Card = NO. 1949 
Change odition date of 70-41’ to NOV 1949. a 
Change edition date of 70—47 to DEC 1949. 
Page No, 6 


Examinations and Tosts 


Change edition date of 37-46 to NOV 1949. 


-2-— 
PESTRIT CTE D. 
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— -d9e1 No oe - ORG Project Coe a DEG 1949 _ 
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RESTRICTED 


eae 2 nae eae ee te — 


Pago No. 6 (cont) ~ 
File Slips 
Giaias edition date of 38-62 to DEC 1949. 
Pago No, 7 7 
Itformation Requests, Reports and Records 
Change edition date of 51-4 to NO L949. 
Change edition date of 51-4A~1 to NOV 1949, 
Change edition date of 58-7 to NOV 19/49. 
Page No, & 
Instructions 
Insort after 29-5: 
_ 30-15 .  , Project Assignment Sheet ... .. . DEC 1949 
Inventories ad 
Insert after 36-83: 
| 36-91 Inventory Count Slip . NOV 1949 
Logsand Registers _ 
Change edition dates of 35-19 and 35~42 to NOV 1949. 


Page No. 9 
Logs and Registers 
Change edition date of 51-52 to DEC 1949. 
Mail, Courior and Messenger 
ieee 3510 to read as follows: 
35-10 Envelope Receipt . . NOV 1949 
Medical | 
Change 37-27 to read as follows: | 
37—27 Monthly Report of Treatments | | Nov 1949 


eae 8 ” ea roe 


| . 
| | REe PRCT nD 
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. ES TER TO op 
Page No. 9 (cont) 


Medical (cacy) 


Insort aftor 37-56/: 
3757 Physical Qualification Record 
Insert after 37-66: 


37-72 Request for Medical Examination and/or 
Immunization 


Page No, 10 

Ordore 

Change edition date of 33-28 to DEC 1949, 
Page No, 11 

Pay Roll and Time Records 

Change 36-57 to read as follows: 

*36_57 Driver's Daily Tine Shoet 
Insert ahead of 37~6%: 


(met) Management Inprovement Project Report . 
TEST 


Receipts and Receiving 
Change edition date of 35=3 to DEC 1949, 
Change 35-10 to read as follows: 
35=10 Envelope Receipt | 
Page No. 12 
Receipts and Receiving 
Insert after 36-67: 
36-93 Delivery Ticket and Receipt 
Change edition date of 60-65 to NOV 1949. 


Reference Index 


Delete 29-20, 


RESTRICTED 
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NOV 1949 


NOV 1949 


“NOV 1949 


NOV 1949 


Nov 1949" 


Nov 1949 
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RESTRICQTED 


Pago No, 13 
Requirements 
Chango edition date of 70-47 to DEC 19495 
Insort after '70~47A3 
70—49 Intelligonce Information’ Requirements | . NO 1919. 


Pago No, 14 a 
Routing, Signature and Memo Shoots and Slips 
Delete 15~1 _ 
Change edition date of 37-9 to DEC 1949. 
Insert after 51-233 | 
51-85 Research Materials Routing Slip DEC 1949 


‘Change 55-5 to read as follows: 


55-5. Internal Routing Slip - 00 . DEC 1949 


Page No, 15 


Status 
Change edition date of 37-35 to DEC 1949. 


Surveys, Studies, Invoptigations and Inspections 
Insert after 32—14: . | 


| .35=67 Shop Inspection Report DEC 1949 
: Chango edition date of 36-18 Nou-SO to NOV 1949, 
Change edition date of 38-24B to DEC L949 | 
Change edition date of 38-48 to NOV 1949. 
Change edition date of 38-48 to NOV 1949. 
Page No, 16 
Telecommunications © os 
Change edition date of 35-36 White (issue) to NOV 1949. 


a5e 
RESTRICTED. 
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RESTRICTED 


Page No. 16 (cont) 


Tc locommunications (cont) 
afLocommunications 


“eort after 35-450: 


35~60 Mossage Form ~ White | NOV 1949 
35-60 Message Form ~ Blue ~ NOV 1949 
35-60 Message Form ~ Yellow NOV 1949 
35-61 Incoming Cable ~ Pink NOV 1949 
35=62 Outgoing Cable — White NOV. 1949 
35~63 Incoming Message ~ Groen NOV 1949 
35-64. Outgoing Messago ~ Bluo —— NOV. 1949 
35-65 Incoming: Message = White | NOV 1949 
35-66 Outgoing Messago - Yellow NOV 1949 


Insert aftor 36-65: 


36—109 No Title ~ Request for Tolophone State- DEC 1949 
ment Certification 


Page No. 17 
eg Tolepommmications (cont) 
_ Change 56-55 by deleting "Seats" and substituting "Sheets", 
Training - 
Change edition dato of 51+1 to DEC 1949. 


Change cdition date of 51-16 to NOV 1949, 

Change edition date of 51-16 ~ Tissue to NOV 1949, 

Transfers . | . 

Insert after 33-3: 
! 33426 Capital Trensfors Effocting Washington DEC 1949 
| Pago No. 18 ‘ | 
Lransmittals 


Insert ahead of 33-101: 


33~33 No Title - Pay Roll Check Mailing Slip Nov 1949 
Travel, Transportation and Shipping 
Change edition date of 33-28 to DEC 1949, 


| | be 
| RES@RICTID. 


ee en 
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RESTRICTED 


Page No, 19 
Vouchers 
Chango 33-10 to read as follows: 
3310 Confidential Funds Posting Voucher NOV 1949 
Insert after 33-17: 


33—31 Transportation Voucher ~ Confidential NOV 1949 
Funds 


| | Work Sheets, Charts and Graphs 
| Insert after 36-62: 

36-92 Transportation Work Sheet NOV 1949 
Insert after 60~55; 


| 60-73 Graphics Register Analysis Sheet - NOV 1949 
; Personalities 


| “1 
RESTRICTED 
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25X1A 


AN if Year 


RESTRIGTED 


j 

L/ CENTRAL INTELLIGENCE AGENCY 

ae Washington, D. C. 25X1A 
ADMINISTRATIVE INSTRUCTION 12 January 1950 
No, 


25X1A 
SUBJECT: Forms Control and Standardization 


i. There is furnished hezaus endmoent No. 1 to the Appendix 
of Administrative Instruction dated 14 December 1949, 


a. This Amendment contains changes, deletions and additions to 
the functions] list of approved CIA forms covering the period 1 Novem- 
ber through 31 December 1949, 


TOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A 


aptain, 
Executive 


DISTRIBUTION: A, 


RESTRIOTED 
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RESTRICTED 


Amondnent No. 1 to Appendix of Administrative Ins .evetion fi pak 
coe No. - ae ange oa 


teen et sore verona rnb 


Insert ahead of 23-16: 


28—1.01 No Title - Letter No, 1 WOV 1949 
28-102 No Titlo - Lettor No, 2 NOV 1949 


| 7 28~1.03 No Title ~ Letter No, 3 _ NOV 1949 


Tnsevzt after 33-18: 


33—26 Capital Transfers Affecting Washington DEG 1949 
3332 Cash Journal NOV 1949 
33034, Inter Foreign Office Capital pennetonas DEC 1949 
Yellow 
33-34 Inter Foreign Office Gapital Transfers- DEC 1949 
Pink 
F 29S9h Inter Foreign Office Capital Transfers- DEC 1949 
Green 


vaunne ‘Tnserb.after 34-104: 


36-63 Monetary Value Record — NOV 1949 


Action 
Change edition dates of 37-1 and 3'7—3 to NOV 1949, 
Allotments and Aijopatt one . . . 
Chango’ saibion dates of 59-5 to NOV 1949.’ 
Page No. a | | 
Applicants, A dppiicattone, iynoininents, Personnel and Personal Data 


Insert after 3'7~58; 


37—~'73. Daily Log of Personnel Actions DEC 1949 

oe 37=74, Qualifications Review DEC 1949 
(TEST) 

"37=75 Entrance on Duty Record DEC 1949 

37-112 Letter of Availability — DEC 1949 


of | Change edition dato of 381i to DEC 1949. 


Insert after 51-243 


7  » 51-82 . . Trait Analysis . ; -. NOV 19249 
f womans 4s 5183... . Assessment Request Sa . Nov 1949 
: 51-84, Eva uation Sheet NOV 1949 
: BO <a eect 


"RESTRICTED 


Approved: For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3 


RESTRICTED 


Page Mo, 2 (cont) | 

Giigraecbut and Filing Dovicog 

Change edition date of 35-28 to NOV 1949. - 
Pago Mo, 3 

Goding 


Change. edition date of 60-47: +9 NOV 1949. 
Change a@dition date of 60-66 ti NOV 1949, 


Page No, 4 
Control and Follow-Ups 
Deleto 30-5, 


Insert after 32-12 ~ Blue: | 


32-12 Position Control = Yellow JUL 1949 
Change edition date of 36-15 to JOV.1949, 
Insert aftor 36-89; 


36-90 Monthly Abstract of Issues of Gasoline, NOV 1949 
Oil, and Operating Supplies 


Change cdition date of 37-15 = White to DEC 1949, 
; Page No,’ 5 
Gon’ d Tellow-Ups (asne) 
59-1 No Title - OPC Project Control DEC’ i949 
a Change ‘edition inte oar 60-65 to NOV 1949, * 
Insert after 60-68: 

TOLL Portable Map Catalog Card wor i949 
Change cdition date of 70-41 to NOV 1949, | 
Changs edition date of 70-47 to DEC 1949, 

Page No. 6 - a | | 
Examinations and Tests 


Change edition date of 37-46 to NOV 1949. 
. ‘ Z 5 ~2= . . af 


RE 
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| : 000100020045-3 
Approved For Release 2001/08/02 : CIA-RDP81-00728R 
pp 


RESTRIGtED 
Pago No, 6 (cont) ” _ . % 
Change edition date of 38-62 to DEC 1949, 
Page No, 7 | 
LHformation Requests, Re orts and Records 
pair. ST noes and Records 
Change edition date of SIAN to NOV 1949, 
Change edition date of I1—4A-1 to Noy 1949, 


Change edition date of 58-7 to Nov 1949, 


Les 


Page No, & 
Instructions 
Insert after 29—53 
me 30ND | Project Assignment Shoot .. + DEC 1log9 
Insert after 36—83: 
36-91 Inventory Count Slip te NOV 1929 
open Registers |. : 
i Change edition dates of 3519 ana 3542 to NOV 1949, : 
Page No, 9 | 


Logs and Rogisters 


Change edition date of 51-52 to DEC 1949, 
Mail, Courior and Messenger 
nee and Messenger 
| Change 35.10 to read ag follows: 

35-10 Envelope Receipt ‘pe oe ; ; NOV 1929 
Cliange 37627 to read as follows: 
37-27 Monthly Report of Treatments Nov 1949 


Me Pa 


a =u 


i RESTRIctTgEy 


, : 000100020045-3 
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pp : 


x 
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RESTRIOTED ie 


Page No. 9 (cont) 
Medics) (ecns) ° 
Insort after 37~56A; 
37-57 Physical Qualification Record Nov 1949 
Insort after 37-66; 


37=72 Request for Medical Examination and/or NOV 1949 
Immunization 


Page No. 10 
Ordoge 
Chenge edition date of 33-28 to DEC 1949, 
Page No. 1l 
Pay Roll and Time Records 
Change 36-57 to read as follows: 
36-57 patents Daily Time Shoot NOV 1949 
Insert ahead of 37~6%: 


(est) Management Inprovement Project Report . NOV 1949 
TEST . 


Receipts and Receiving 


Change edition date of 35=3 to DEC 1949, 


Change 35-10 to read as follows: 
35~10 tye lose Receipt | NOV 1949 
Page No, 12 | 
Receipts and Receiving 
Insert after 36-67: 


36-93 Delivery Ticket and Reccipt NOV 1949 


Change edition date of 60-65 to Nov 1949. 
Reference Index 


Delete 29-20, 
RESTRICTED 
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RES DRI OT ED 


Paga No, 13 


Requirements 


Chango edition date of 70—47 to DEC 1949. 
Insert after 70-A7A3 
70-49 Intolligonce Information Requirements NOV 1949 
Page Now 14 
Routing, Signature and Memo Sheots and Slips 
Delete 15-1 


Change edition date of 37-9 to DEC 1949, 


Insert after 51-23: 
51-85 Research Materials Routing Slip. DEC 1949 


Change 55-5 to read as follows: 


55—5 Internal Routing Slip - 00 DEC 1949 
Page No, 15," | | 
Status 
Change edition date of 37-35-to DEC 1949. 
Surveys, Studies, Investigations and Inspections 
Insert after 32-14: i 
35-67 Shop Inspection Report DEC 1949 
Change edition date of 36-18 Non-SO to NOV 1949, 
: Change edition date of 38~24B to DEC 19496 
Change édition date of 38-48 to NOV 1949. 
Change edition date of 38-48A to NOV 1949. 
Page No, 16 
Telecommunications 
| Change edition date of 35-36 White (Tissue): to NOV 1949. 


RESTRICTED | 
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RESTRICTED 


Page No. 16 (cont) 


Polocommnientions (cont) 


“yport after 35=508 


35—60 Message Form = Whito NOV 1949 
35—60 Message Form ~ Blue NOV 1949 
35-60 Message Form ~ Yellow NOV 1949 
35~61 Incoming Cable ~ Pink NOV 1949: 
3562 Outgoing Cable — White NOV 1949 
35~63 Incoming Message ~ Green NOV 1949 
35—64, Outgoing Message ~ Bluo | NOV 1949 
35—_65 Incoming Message ~ White NO 1949 
35~66 Outgoing Messago ~ Yolloy NOV 1949 


Insert after 36-65: 


36-109 No Title ~ Roquest for Telephone State- DEC 1949 
ment Cortification 


Page No, 17 
Tolepommns cations (cont) | 
Change 56-55 by deleting "Seats" and substituting "Sheets", 
Training 
Change edition dato of di~1 to DEC 1949. 
Chango edition date of 51-16 to NOV 1949, 
Change edition date of 51+16 ~ Tissue to NOV 1949. 
Transfers 
: Insert after 33-3: 
| 33—26 Capital transfors Effecting Washington DEC 1949 
Page No, 18 | 
Pransmittals 
Insort ahead of 33-101: . 
33~33 No Title - Pay Roll Check Mailing Slip NOV 1949 


fravel, fransportation and Shipping 


Change edition date of 33- 28 to DEC 13949, 
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| | . RESTRICTED 


Page No, 19 
Vouchers 
Change 33-10 to read as follows: 
33*10 Confidential Funds Posting Voucher NOV 1949 
Insert after 33-17: 


33-31 Transportation Voucher ~ Confidential NOV 1949 
Funds 


Worl Sheets, Charts and Graphs 
| _ Insert after 36-62: 


36-92 Transportation Work Sheet NOV 1949 


Insert after 60-55: 


: 60-73 Graphics Register Analysis Sheet - NOV 1949 
: Personalities 


27 
RESTRICTED 
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